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The comprehensive career awareness curriculum guide 
for the deaf and the hearing-impaired is the result of a research and 
development project conducted at the South Dakota School for the 
Deaf; teachers produced and pilot-tested the materials. The 
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pages) consists of teacher objectives matched with lists of resources 
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strengths and weaknesses is emphasized, to aid in realistic 
career-planning. The secondary teacher's guide (60 pages) matches 
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The content is related to occupational information about 12 job 
clusters; the curriculum developers were careful that their 
selections would be the most practical for the deaf person. A guide 
to teaching job-seeking skills (40 pages) and a listing of 
established postsecondary facilities offering programs for deaf 
students complete the document. (AJ) 
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TO: 



S.D.S.D. Staff 



FROM: Ken Giffcrd 

DATE: April 21, 1975 

SUBJECT: Career Awareness Project 



The last meeting of the Career Awareness Project has arrived. It has been 
a most interesting project and I would like to take this opportunity to 
exoress a few of my feelings and opinions which developed during the year. 

I first of all want to thank each of you for your cooperation- This project 
has been an exciting learning experience for me, I was made aware of many 
problems encountered when teaching students who have unique learning disa- 
bilities and handicaps. 

I think what impressed me the most was the professional attitude and devo- 
tion to deaf education that each of you display. In my opinion, this phase 
of the project has been a success. We accomplished our objective which was 
to develop a comprehensive career awareness resource guide. Only through a 
total staff effort could this be accomplished. I am well aware of the many 
hours that some of you put in on this project. I am confident that the 
children at SDSD will certainly benefit from your efforts. 

The resource guide will now be printed and made available for nation-wide 
distribution. There is no doubt in my mind that the results of your exper- 
tise will become nationally accepted, thus providing a new and enriching 
dimension to the educational opportunities for deaf and hearing impaired 
persons. 

Finally, I would like to say that probably the most rev/arding thing for 
me during this project, was having the opportunity to v/ork with each of 
you. I always welcome the chance to meet new people and make new friends. 
It has been my pleasure to work with you this year. I am sure that I 
have gained irore from our project than you. 

I want to wish each of you the best of luck and if I can be of any assistance 
to you in the future, please do not hesitate to contact me. 

Thank you. 

cc: Mr. John Hudson 
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PREFACE 



In June, 1974, the administration at the South Dakota School for 
for Deaf submitted a Local Application for Special Services Projects 
to the South Dakota Division of Vocational and Technical Education. The 
application was a proposal v/hich requested fundinn for the purpose of 
developing career oriented resource curriculum materials for deaf education. 

The research and development project in Career Awareness Curriculum 
Development received official approval from the State Division of Voc- 
ational and Technical Education on July 9, 1974. The grant was awarded 
to the South Dakota School for the Deaf, Sioux Falls, South Dakota, and 
was conducted during the period of September 9, 1974 throunh June 30, 1975. 
The project was funded from Set Aside Funds, Part B - Handicapped monies. 

Inservice meetings v/ere conducted weekly, durino v/hich time the 
staff at SDSD developed the curriculiir. materials which Are contained withirt 
the guide. Curriculum materials v/ere pilot-tested at t.ie South Dakota 
School for the Deaf during the 1974-75 school year. ^ 
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Definition of Career Education 



A survey of literature on career education provides us with 
varied opinions on what the definition for career education is. 
The various definitions basically encompass the same concept, with 
major emphasis in a particular area being the differentiating factor. 

Hoyt and Evans are two names which are often associated with the 
concept of career education. Each of these men have proposed a defini- 
tion of career education. 

Hoyt's definition has its major emphasis on the education aspect of 
career education. He defines career education as "the total ef 'ort of 
public education and the comrriunity aimed at helping all individuals to 
become familiar with the values of a work-oriented society, to integrate 
these values into their personal value systems, and to implement these 
values into their lives in such a way that work becomes possible, 
meaningful, and satisfying to each individual." 

Evan's definition of career education has as its major focal point 
the career aspect. He defines career education as "the total effort of 
the community to develop a personally satisfying succession of opportun- 
ities for service through work, paid or unpaid, extending throughout 
life." 

Analysis of both definitions shows a mutual emphasis on the ethics 
or work. These ethics of work result in a dignity of work. A dignity of 
v/ork is essential in order that a man can become a fulfilled and satisfied 
:^erson in his career. 
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We must learn to view career education as a preparation for all 
meaningful and productive activity, at work or at leisure, whether paid 
or volunteer, as employee or employer, in private business or in public, 
or in the family. Career education is all those activities and experi- 
ences through which one learns about work. 

Further basic terminology that you will find in your review of career 
education literature is defined here to aid in your understanding of career 
education. The definitions are those of Kenneth B, Hoyt, 

The terms to be defined are: 

(1) Work 

(2) Career 

(3) Vocation 

(4) Occupation 

(5) Leisure 

(6) Education 

"Work" is conscious effort aimed at producing benefits for oneself 
and/or for oneself and others. 

"Career" is the totality of work one does in his or her lifetime, 
"Vocation" is one's primary work role at any given point in time, 
"Occupation" is one's primary work role in the world of paid employ- 
ment, 

"Leisure" consists of activities, other than sleeping, in which one 
engages when not performing in his or her vocation, 

"Education" consists of all those activities and experiences through 
which one learns. 



Philosophy 

The philosophy concerning a career education curriculum is that it 
be an integral part of instructional activities occurring in the develop- 
ment of basic skills. A career education curriculum is to be integrated 
with, rather than parallel to, the existing curriculum. This guide is 
to help the teachers do a more effective job of integrating career edu- 
cation into their activities. 

This curriculum is designed to: 

(1) Promote thCi student's understanding of various occupations 

(2) Explore the world of work 

(3) Aid the student in attaining self-actualization 

(4) Provide a basis for later vocational planning by the student 
Career education must begin with self -awareness in the primary grades. 

It then progresses from a general to a more specific orientation to the 
world of work. 

Career development as one facet of an individual's total development 
offers a means for realization of individual potentialities. Appropriate 
attention to this development will serve the deaf student and will ulti- 
mately benefit society in two ways. First, the deaf student will be 
given a greater realization of an integrated and more adequate picture of 
tiis role in the world of work. Second, the deaf student will receive 
maximum incentives for achievement through the process of associating 
the values of the student's studies with that of his career and personal 
aspirations. 



A career education curriculum for the deaf student places emphasis 
on using multimedia learning approaches such as films and video-tapes, 
Basic understandings and the suggested ' irning opportunities are aimed 
at providing a sequence of learning experiences whicn will enhance 
career development. Types of instructional methods include classroom 
activities, field trips, in-school skill training, and on-the-job training. 

Successful operation of a career education progran t.,,uire ac- 
tive participation from the school administration, local employers, and 
involved community groups. 



Goal 



It is the goal of this curriculum to encourage deaf students to 
look .pore clos<?ly at their own personal strengths and weaknesses which 
will affect career choices, and to become more aware of Important 

aspects of work and workers. 



Career Education Development Concepts 

1. To foster the development of personal traits, attitudes, and habits 
that are necessary for the deaf person to succeed in the world of work. 

2. Persons need to be recognized as having dignity and worth. 

3. Work means different things to different people. 

4. Education and work are interrelated. 

5. Occupational supply and demand has an impact on career planning for 
all students. 

6. Since job specialization creates a degree of interdependency , it is 
essential for the deaf student to uncerstand the concept of cooperation. 

7. Environment and individual potential interact to influence career 
development. 

8. Career development requires a continuous and sequential series of 
choices . 

9. Individuals are ultimately responsible for their career planning. 

10. The ability to adapt to change is necessary for success in a technolo- 
gical society. 

11. Help deaf students acquire the skills and the expertise that will 
facilitate decision-making processes. 

1?. The ability to communicate effectively is essential for the deaf person 

to have a successful career. 
13. To acquaint deaf students with various types of individual differences 

and promote appreciation of how these differences affect career decisions 
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14, To aid in developing an awareness by the deaf person of relevant 
factors, such as abilities, interests, values, goals, and education 
and their relationship to occupational choices. 

15. To familiarize deaf students with a wide range of occupational areas 
to aid in formulating general career preferences. 

16» A positive self-image is essential for satisfaction in the world of 
work. 

17. The wise use of leisure time leads to fulfillment of self in a rapidly 
changing technological society. 
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Clusters 



The body of content of this career development curriculum can be 
divided into fifteen clusters or job families that encompass the world 
of work, as described in the United States Office of Education, The indiv- 
idual clusters include occupations and their functions as they relate to 
the general economic or societal pursuits and which require similar skills 
and knowledge. 

The clusters include: 



(1) 


Trades 


(2) 


Health 


(3) 


Aari rul turp 


(4) 


Construction 


(5) 


Transportation 


(6) 


Public Services 


(7) 


Personal Services 


(S) 


Business and Office 


(9) 


Arts and Sciences 


(10) 


Marketing and Distribution 


(11) 


Conmuni cation and Media 


(12) 


Hospitality and Recreation 


(13) 


Manufacturing and Industrial Technology 


(14) 


Consumer Home Economics 


(15) 


Environmental and Natural Resources 
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The following is a listing of the clusters and occupations that fall 
within these clusters. Each of these occupations is currently available 
to the deaf student through a program designed to educate the deaf person. 
This is by no means an exhaustive list, but it will provide a knov/ledge 
of areas in which a deaf person can receive training. 



(1 ) Agriculture 

Flower Arranging 
Horticulture 

(2) Business and Office 
Accounting 

Bookkeeping and Business Machines 
Business Administration 
Clerical 

Computer Science 
Data Processing 
General Business 
Key Punch 

Secretarial Science 
Office Practice 
Office Technician 
Typing 

(3) Communication and Media 

Applied and Commercial Art 
Design Technology 
Graphic Arts (Printing) 
Graphic Reproduction 
Graphics Technology 
Offset Printing 
Photo Processing 

Photo Science and Instrumentation 
Photography 
Production Art 
Professional Photography 
Professional Art and Design 
Techni cal 111 ustrati on 

Construction 



(4) Architectural Drafting 

Architectural Specifications 
Architectural Technology 



(4) 



Construction - (con^t) 



Bricklaying 

Carpentry 

Civil Technology 

Electrical Technology 

Floor Covering 

Plumbing 

Sheet Metal 

(5) Consumer Home Economics 
Home Economics 

(6) Environment and Natural Resources 

Environmental Design 
Landscape Technology 

(7) Health 

Dental Hygiene 
Dental Lab Technology 
Health Occupations 
Inhalation Therapy 
Medical Lab Assistance 
Medical Records 
Medical Technician 
Medical Technology 
Mental Health Technology 
Nurse's Aide 
Optical Technology 
Orthotics and Prosthetics 
Radiologic Technology 

(8) Hospitality and Recreation 
Baking 

Cake Decorating 
Conmercial Cooking 
Culinary Arts 
Food Administration 
Physical Education 
Recreational Technology 

(9) Manufacturing and Industrial Technology 

Chemical Technology 
Drafting Technology 
Electrical Engineering 
Electro-Mechanical Technology 
Electronics 
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(9) Manufacturing and Industrial Technology -(con't) 

Industrial Arts 
Industrial Drafting 
Industrial Electronics 
Lab Technician 
Machine Tool Operation 
Manufacturing Technology 
Mechanical Drafting 
Mechanical Engineering 
Mechanical Technology 
Numerical Control 
Petroleum Engineering Technology 
Production Machine 
Tool and Die Making 

(10) Marketing and Distribution 
Retailing 

Fashion Merchandising 

(11) Personal Services 

Cosmetology 
Dry Cleaning 
Wig Styling 

(12) Public Services 



Child Care Aide 
Child Care and Education 
Early Childhood Education 
Library Science 
Library Technology 
Police Science 
Psychology/Social Work 
Social Work 
Sociology/Social Work 
Social Work Aide 
Teacher's Assistant 



(13) Trades 



Air Conditioning 

Apparel Arts 

Boiler Maintenance 

Cabinet Making 

Commercial Dress Making 

Custom Apparel and Fashion Design 

Manual Skills 

Painting and Decorating 

Power Sewing 

Small Appliance Repair 
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(13) Trades - (conH) 



Upholstery 

Vending Machine Repair 

Watchmaking 

Welding 

Woodworking and Furniture Design 

(14) Transportation 

Aeronautical Engineering Technology 
Auto Body and Frame Repair 
Auto Mechanics 

Automatic Transmission Repair 
Automotive Apprenticeship 
Automotive Technology 
Brakes and Wheel Alignment 
Diesel and Heavy-Duty Mechanics 
Highway Technology 
Motorcycle Repair 

(15) Arts and Sciences 

Art 

Biology 

Chemistry 

Drama 

Economics 

English 

English and Literature 

Fine Arts 

Geography 

Government 

History 

Mathematics 

Philosophy 

Physics 

Psychology 

Religion 

Social Philosophy 
Sociology 
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Purpose 

During recent years, the concept of relevancy in education has be- 
corne prominent. Education is being charged as being irrelevant to the 
majority or those it serves. The major thrust behind this charge is 
created by the students themselves. They find themselves with a high 
school diploma and no orientation to the world of work. In our endeavor 
in educating deaf persons, we all too often ill equip our students to 
find a meaningful and rewarding place in the world of work. 

It is a person's human right to work. This right toworkis based 
on economic, sociological and psychological reasons. If a deaf person is 
to obtain this right, we must equip him with the skills, knowledge, and 
expertise to do so. It is through a comprehensive career awareness program 
that we will be able to provide an effective means of widening the career 
opportunities and choices available to the deaf person. 

It is through this curriculum that we hope to make career education 
a reality for the deaf student. This is our response to the call for ed- 
ucational reform in the education of the deaf person. 

It is through career education that we can make work possible, 
meaningful, and satisfying to all deaf persons. We, as educators, should 
be dissatisfied until and unless we have explored to the fullest extent 
possible, the total spectrum of work that is possible for a daaf person to 
perform. If we stop prior to reaching this point we are doing a great 
injustice to the deaf student. 
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We must not, however, blame solely the labor market for not accor- 
ding the deaf person the opportunity to work at his potential. It is be 
lieved that many instances of underemployrrent and job dissatisfaction 
could have been prevented by proper guidance in the schools for the deaf 
and vocational counseling services for the deaf adults. The manpower 
waste is incalculable with respect to both the national economy and the 
deaf person himself. 

Another aspect of the underemployment of the deaf person which should 
be considered is what some people have called the "second industrial revolu- 
tion," This revolution has resulted from the rapid technological advances, 
commonly referred to as automation, which have occurred during the past 
two decades and which will continue on an accelerated level. Although 
automation threatens everyone to some degree, it poses some very special 
problems for the handicapped person on the labor force. This is because 
handicapped workers, particularly deaf persons, tend to be more heavily 
concentrated in the occupations where automation is making its greatest in- 
roads . 

In 1959, a survey of over 10,000 deaf workers revealed that 75 per- 
cent of the men were engaged in skilled and semi-skilled manual occupations. 
This percentage is almost twice as high as that for all workers. Further- 
more, over half of all deaf workers interviewed were employed in manufac- 
turing, 1n contrast to 25 percent of the total population. When one con- 
siders that the occupations in which deaf persons have been engaged are the 
very ones which are now being the most rapidly automated, the severity of 
the problem comes into focus. 

At the present time, despite the initiation and implementation of 
regional post-secondary training centers, vocational training opportunities 
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for deaf adolescents and adults are extremely limited. Vocational and 
technical schools for the hearing may refuse to accept deaf students be- 
cause of their lack of communication. On-the-job training is too seldom 
satisfactory. Another serious ramification of the technological era is 
that many new jobs require excellent communication skills or a high level 
of formal education. In other words, recent changes in the world of work 
have resulted in a decrease in the types of jobs in which deaf people 
historically have been successful and an increase in occupations that 
emphasize communication skills and formal education where deafness is most 
handicapping. 

Perhaps one reason for the underemployment of deaf people is the rela- 
tively narrow range of career choices to which they have been exposed. Deaf 
children are typically isolated within their own communities and even within 
their own families. They do not acquire the wealth of information which their 
hearing peers accumulate during all their waking hours. They often do not 
know what their own father does for a living. If the residential school they 
attend offers a very narrow range of "hands-on" courses related to the world 
of work and if their knowledge of other careers is limited to the extent of 
their ability to read about them, how can tW deaf youngster avoid the pos- 
sibility of job dissatisfaction and underemployment? 

It appears that "career education," beginning at Prep I and contin- 
uing through high school holds a good deal of promise for deaf persons. 
There will, of course, always be some career areas in which deaf people will 
experience little chance for success. On the other hand, how many jobs now 
exist in which deaf people could function but are not, simply because they 
(the deaf people) have not been made aware that the jobs exist? 
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Guidance and Communication 



Some mention should be made of the most critical area for the deaf 
person: communication. If we are to subscribe to the guidance principles 
previously listed, it is essential that we examine our philosophy of 
communicating with, and educating the deaf person. 

Is our philosophy of communication consistent with the "recognition 
of the dignity and worth of the individual and his right to choose?" In 
other words, are we utilizing all available channels of communication in 
an attempt to help the deaf person realize his fullest potential? Or, 
are we limiting the deaf person's choices to one or two communication 
channels on the basis of tradition or personal bias? 

Career education for the deaf person is not a panacea, nor is total 
communication. Hov;ever, a combination of the two could well be a very 
positive step in the direction of helping the deaf person achieve at a 
level commensurate with their potential. 
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Sources: 



(1) Counseling with Deaf People 

Edited by Allen E. Sussman and Larry G. Stewart. Deafness Research 
and Training Center, New York University School of Education, 1971. 



(2) Fundamentals of Guidance 

Bruce Shertzer and Shelley C. Stone, HouGhton Mifflin Co., Boston 
1966. 



17 



Guidance Functions in the Education of the Deaf 



In 'Stablishing a career education curriculum for a school for the 
aeef , it seems appropriate to make some mention of the role which guidance 
should play in the total "career education picture," First, however, it 
is necessary to define the guidance function. The following principles 
as outlined by Shertzer and Stone are generally accepted by most author- 
ities as characteristic of the guidance function: 

Principle I: Guidance is assistance to the individual in the 
orocess of development. It is not a directing of the individual's develop- 
ment nor is it performed in a value vacuum. The assistance rendered 
takes due recognition of the maturity of the individual. The person per- 
forming the guidance function is aware of and accepts responsibility for 
the personal values which he communicates. There are optimum ways of 
helping an individual muster experiences, attitudes, and meanings to 
enhance his development. 

Principle II: The appropriate area of functioning of guidance 
lies between a concern with subjective states, on the one hand, and a 
concern with external social conditions, on the other. Guidance operates 
in the zone in which the individual's ov/n unique world of perceptions 
interacts with the external order of events in his life. 

Principle III: Guidance is based on the recognition of the dignity 
and worth of the individual and on his right to choose- Respect is ac- 
corded a person because he is a:i individual of worth and integrity who 
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rightfully holds personal convictions. Every person is confronted with 
choices. Each person can become what he strives to become, with some 
modifications due to the fact that he is responsible to himself and to 
society for his actions. 

Principle IV: Guidance is assistance given individuals in making 
wise choices, plans, interpretations, and adjustments. Obstacles to an 
individual's plans and development can be recognized and dealtb with. 
Through guidance, the student can clarify his plans, understand himself, and 
project what he can become as a member of society. Through appropriate 
processes, guidance "frees" the individual to make his choices, to act 
wisely and responsibjy. 

Principle V: Guidance is oriented toward cooperation, not compulsion. 
Students cannot be compelled to submit to guidance. When they are unwill- 
ingly referred to guidance personnel, the resistance and resentment usually 
present must be taken into account and resolved. Guidance depends upon 
internal motivation, an/or willingness to change, rather than upon ex- 
ternal motivation. Every student has the right to assistance. 

Principle VI: Guidance is a continuous, sequential, educational 
process. It should begin with the elementary school and continue through 
high school; it should be united by a single theme; and it should be inte- 
grated with the total school program. 

Principle VII: Guidance rests upon a comprehensive study of the 
individual in his society. Before assistance can be given one individual 
by another, his strengths, weaknesses, and uniquenesses must be under.itood. 
Such understanding requires the use of techniques and methods drawn from 
many fields. 
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Principle VIII: Guidance is a function in which many people are 
active. Counselors, parents, teachers, psychologists--all collaborate 
closely in the task of guiding youth within the limits of their responsi- 
bility and at the level of their competence. 

Principle IX: Guidance exists to help the student realize and actua- 
lize his best self. It seeks to do this by imp''Oving the student's self- 
understanding, his acceptance of mature purposes, as well as the realiza- 
tion of the realities of his limitations and opportunities. 

Principle X: Guidance is an individualizing, personalizing, and 
socializing element in education. It seeks to ward off the massing effects 
of large aggregates of pupils in education and attempts to foster the 
school's treatment' of its pupils as individuals. 

According to Williams and Sussman, perhaps deaf people project their 
best image in employment. Their normal strength, mobility, and intelli- 
gence supply the base for good production performance. The large per- 
centage who have attended residential schools for the deaf, in which they 
have had four or more years of training in a variety of shops such as 
printing, woodworking, bookbinding, shoe repairing, machining, and so on, 
have acquired important knowledges and skills that are quite salable on 
the employment market. Consequently, most deaf people have found employ- 
ment readily. 

However, employed deaf people are very often seriously under-employed. 
The deaf college graduate linotype operator or pressman is quite common, 
for example. Everywhere we find deaf men and women of normal or above 
abilities operating automatic machines, performing simple assembly line 
operations, or otherwise occupied in unchallenging routines. 
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INTRODUCTION - 



PRIMARY 



Career Education in the Primary grades provides a self awareness 
program and a basic exposure to the world of work. Through the learn- 
ing experiences provided, the students will become more aware of them- 
selves, and develop positive attitudes toward their lives and families. 
The Primary child will begin to understand occupations by becominq 
aware of community helpers and the work their families are involved 
In. At the end of the primary level, career-related learninn exper- 
iences are ccorelated with Science and Social Studies units. 
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We are beginning Career Education units and one of our 
first units will be Parent Occupations, Please answer the following 
questions and return this as soon as possible. 



L What is the name of your job? 
1. What do you do? 



3, Would a field trip to your place of work be possible (if in 
the area), and would you be able to guide cur class on the 
tour? 

4, What special training or qualifications are needed for 
your job? 

5, What tools or special equipment do you use on your job? 



6. What hours do you v/ork? 

7, Do you like your job? 

8. Would a deaf person be able to do your job? 

9, List any other interesting things about your job that may be of 
interest to the students. 



If possible, please send a picti'^e of you at work. 

Thank You, 
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Make A Community Helper Bulletin Board 



Yarn Dolls 








You win need: 
cardboard. 



yarn, scissors, and 



1 



4, 



5, 



Wrap yarn around a piece of card- 
board. The cardboard should be 
as long as you want the doll to 
be tall. Cut the strands at one 
end. 



The end where the strands are 
not cut will be the dolVs head. 
Tie a piece of yarn around the 
neck. 



Divide strands for the two arms. 
Cut the ends to make them shorter. 



Tie pieces of yarn at the ends of 
the arms and body. 



Divide the strands for the two 
legs. Tie pieces of yarn around 
the feet. 



Childcraft 1974 Edition, Volume II, 
p, 314. 

Make the yarn people in different 
colors, similar to a helper's uniform. 
Make paper hats and accessories to 
complete each doll. Label each com- 
munity helper yarn doll. 
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Occupational 



Preference Survey 



Name^ Age_ 

Grade Boy Girl (circle one) 

School 

1. List three jobs that you are thinking about: 

A. 

B. 

C. 

2. What is your father's job? 

What does he do at his job? 



3. List jobs that other members of your family hold: 



4. If you could have whatever job you wanted, what job would you choose? 
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INTRODUCTION - INTERMEDIATE GRADES 



Career education at the intermediate level continues to develop 
the condept of self-awareness, assists the child in identifying career 
possibilities, and begins to identify personal strengths and weaknesses. 

This section includes units which can be taught independently or in- 
corporated into the regular curriculum. These units were prepared to be 
specifically relevant to grades four through six. The general goals of 
the units are to provide information about the world of work, to provide 
a chance to explore various occupations, and to broaden the student *s 
awareness of his environment beyond that of his family and school. 

Areas of study were selected more on the basis of concreteness and 
availability of resources than according to job clusters. Methods chosen 
for presenting the selected units to the students include field trips, 
visual aids, and guest speakers in the cUssroom. 

It is hoped that exposure to these units of study will aid the 
student in developing a positive and realistic view of his abilities, 
interests, and aptitudes, and aid him in realistic planning for a career. 
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Intermediate (4th Grade) 



Topic: Pets and Responsibility 
Subject: Language 

By: Myrna Hesvik and Barbara Kelleher 

Behavioral Objectives : 

Upon completion of the unit, the students will be able to: 

a. Name some of the different responsibilities involved in 
having a pet of their own. 

b. Name some of the different animals the children could 
have for pets. 

c. Discuss the job responsibilities and duties of a 
veterinarian. 

d. Make a choice of a pet they would like to have and 
explain the reasons for choosing it. 

e. Explain how they would take care of their individual pets 

f. List foods appropriate for animals discussed 

g. Express a knowledge of local laws regarding pets, licenses, 
shots, etc. 

h. Express a knowledge of cost involved in keeping a pet 

i. Express a knowledge of facilities necessary for keeping certain 
pets 

Career Related Vocabulary : 



parakeet 


fl eas 


solid food 


canary 


x-ray 


animal ambulance 


parrot 


bandage 


fresh jater 


birdcage 


\ i tter 


fins - gills 


responsibility 


horns 


kindness - love 


veterinarian 


bull 


hatch 


grooming 


udder 


live birth 


Humane Society 


nurse 


scales or shells 


poodle 


stall 


vitamins 


gerbil 


claws 


pockets 


hamster - guinea pig 


feathers 


wild or tame 


license 


cage 


leash 


canine 


nurse 


training 


distemper shot 


grooming 


faithful 


aquarium or tank 


housebreaking 


pet or animal show 


kennel 


na i 1 s 




aerator 


nipples 





Career Related Instructional Activities: 

1. Visit a pet store 

2. Visit a pet grooming establishment 

3. Visit the Humane Society 

4. Visit a veterinarian 



5. Visit an animal hospital 

6. Visit a pet store 

7. Have a pet day 

8c Illustrate various pets and their homes 

9. Write a short report about a pet of their choice 

10. Write a report about an unusual pet 

11. Complete teacher-made materials 

12. Play games involving animal (pet) names such as BINGO, Lotto* 
etc. 

13. Pantomime various pets and other students guess what animal 
is being portrayed 

14. Write a skit involving pets and present it 

15. Invite related personnel to come to the classroom to speak 



Resource and Visual Aid Materials: 



Films - 16mm 

Slides 
Films trips 



Books 



CF223 
CF123 
724 
CF663 

E160 - E167 

WRC3 

WRD21 

WRC32 



WRB9 



636 7857 



Home on the Farm by United World Films 
The Farmer by EncycloDodia Britannica 
Setting Up An Aquarium 
Animal School - Lore of Your Pet 

Canine Clipping Post from SDSD Library 

Pets by New Science Reading Adventures 
Office of Education 
Captioned Films for the Deaf 

Mother's Pet by Life Reading Series #28 
National Education Association 
Office of Education 

John's New Pet by Life Reading Series #23 
National Education Association 
Department of H. E. & W. 

A Zoo Doctor At Work by My Weekly Reader 
Department of H. E. & W. 
Office of Education 

Choosing a Pet (for Teacher's Use) by 
Jon Messman 
Grosset and Dunlap 
New York, New York 



636 M821p 

636 P75t 
636 B31p 



636.089 B453a 



j636 w53g 



636.089 SL29W 



636.9 Si55d 



636.8 SchllBw 



636.7 Sc49h 



636.2 0242W 



A Pet Book For Boys and Girls (teacher's use) 
by Alfred Morgan 
Charles Scribner^s So;is 
New York, New York 

The True Book of Pets by Ilia Podendorf 
Children's Press, Chicago 

The Real Book About Pets and How To Care 

of Them (for teacher's use) 
by Barbara Bates 
Garden City Books 
Garden City, New York 

Animal Hospital by Melvin Berger 
John Day Company 
New York, New York 

Good Morning Farm by Betty Ren Wright 
Whitman Publishing Company 
Racine, Wisconsin 

What Happens At An Animal Hospital by Arthur 
Shay 

Reilly and Lee Books 
Chicago, Illinois 

Discovering What Gerbils Do by Seymour Simon 
McGraw-Hill Book Company 
New York, New York 

Whiskers, My Cat by Letta Schatz 

McGraw-Hill 

New York, New York 

How Puppies Grow by Millicent E. Selsam 
Four Winds Press 
New York, New York 

What Is A Cow? by Gene Darby 
Benefic Press, Chicago, Illinois 



Intermediate (4th Grade) 



Topic: Supermarket Workers 
Subject: Math - Money and Making Change 

Behavioral Objectives : 

Upon completion of the unit, the student will be able to: 

a. Name 3 jobs related to the grocery store 

b. Describe 3 jobs related to the grocery store 

c. Name the money denominations and be aware of their values 
(penny, dime, quarter, half dollar, and dollar bill) 

d. Tell what change is needed to make a dollar (i.e. 4 quarters, 
2 quarters and a half dollar, 10 dimes, etcj 

e. Make change for 1 dollar 

f. Buy items (in a classroom situations) and give the correct 
amount of money or receive the correct amount of change. 

Career Related Vocabulary : 

stock boy 
manager 
produce man 
meat man or butcher 
check out or cashier 
carry out 
janitor 
consumer 
penny 
nickel 
dime 
quarter 
half dollar 
dollar bill 

Career Related Instructional Activities: 

1. Visit a grocery store, have supermarket personnel explain 
duties. 

a. manager d. butcher or meat man 

b. cashier e. carry out 

c. stock boy f. produce man 

2. Students take pictures of above personnel 

(can be used as a bulletin board later and as a teaching 
tool for discussion and review). 

3. Students make a list of 8 favorite foods and find price of it at 
the store. 

4. Have own store at school - use empt^ containers brought from 
home - children role play in the store. 
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cash register 

aisle 

cart 

stocking (a shelf) 
produce 

dairy products 
canned goods 
receipt 
pricing 
price labeler 
frozen foods 
conveyor belt 
dustmop 
scale 



5. Students use play money to buy articles from the school store - 
gain practice in counting money and making change. 

6* Students do exercises in the classroom counting money and 
making change, 

1 . Students complete worksheets in class related to money values^ 
counting and making change. 

Resource and Visual Aid Materials : 

Filmstrips: #Fl-40 Seeing the Use of Numbers - Set 1 

Time and Money (use last half of this filmstrip) 
by Eyegate House, Inc. 103-H 
#Fl-20 Time and Money by Eyegate House, Inc. 27-D 
(use last half of this fUmstrip) 

Films - 16 #288 CFD Making Change For A Dollar by Coronet Instructional 
mm Films (No, 2083) 

#307 CFD Arithmetic In a Food Store by Coronet Instructional 
Films (No, 2097) 

# 54 CFD The Food Store by Encyclopedia Britannica Films, Inc, 
Transparencies 1. New Elementary Math 

Visual #12 - Money Values 

Visual #13 - Overlay for Money Values 

(the above are from:) 

Midwest Regional Media Center for the Deaf 
University of Nebraska 
L-^'ncoln, Nebraska 

2. Math - ^ 0 Circle the Correct Amount 

Math - 4 P Strawberry Sundae - Change From a Quarter 
Math - 4 Q Party Shop 

(the above are from: ) 

Minnesota Mining and Manufacturing Company 
Copyright 1964 

Duplicating Materials: 

1. A Shopping Trip p, 10 U. S, Money - Level 3 

2. Adding Money p. 12 U. S. Money - Level 3 

3. Subtracting Money p. 13 U. S, Money - Level 3 

(the above are from: ) 
Continental Press, Inc, 
Elizabethtown, Pa* 17022 

Study Prinq Set: Superma*"ket Helpers 

(from Society for Visual education. Inc. 
1345 Diversey Parkway 
Chicago, Illinois 



Independent Work Activities: 1. The Home Activity Series 

"What Can You Buy?" Book 1 
By Dell Publishing Co. 

2. Teacher made worksheets. 



Boo ks : Let's Go to A Supermarket 

by Victoria L. Chapman 558.878 C367L 
G. P. Putnam Sons, New York 



Intermediate (4th Grade) 



Topic: Comnuni cation Workers, Theater of the Ueaf 
Subject: Social Studies - Communications Unit 



Behavioral Objectives: 

Upon completion of the unit, the student will be able to: 

a. Be familiar with several kinds of media used for communication 

b. Be able to relate conmunication devices to the concept of 
communication as a whole 

c. Be able to name four different types of communication 
media used by man 

d. Be able to name two jobs related to each area of communi- 
cation studied. 

e. Be able to describe the duties of two jobs in each area 

f. Be able to role play at a variety of the jobs presented 
and discussed in class 



Career Related Vocabulary 



media 

newspaper reporter 
editor 
" printer 
' photographer 

books - author 
printer 
librarian 
publisher 

telephone installer 
operator 
repairman 



television 



telegraph 
radio - 



letters 



actor 

makeup 

cameraman 

wardrobe 

lighting 

interpreters 

Theater of the Deaf 

telegraph operator 

announcer 

news broadcaster 

disc-jockey 

microphone 

postal clerk 

mailman 

mail truck driver 
mail sorter 



Career Related Instructional Activities : 

1. Visit a newspaper; look fcr and discuss the duties of the 
reporter, editor, printer and photographer. Have students 
take pictures of each worker named above. Have students 
role-play the various jobs when possible* Have students visit 
own print shop in school building and observe different skills 
related to jobs observed. 

2. Visit the local telephone company; look for and discuss the dut 
of the installer, operator, and repairman. Have students take 
pictures of each worker named above. Have students role- 
play the various jobs when possible. 



3. Visit a local telev;:>ion studio; look for and discuss the 
duties of the actor, make-up man, cameraman, wardrobe, inter- 
preter, and director. Have students take pictures of each 
worker named above. Have students role-play the various jobs 
when possible. 

4. Visit a telegraph office; look for and discuss the duties 
of the telegraph operator. Have students take pictures of 
each worker named above. Have students role-play the various 
jobs when possible. 

5. Visit a radio station; look for and discuss the duties of the 
announcer, news broadcaster, and disc jockey. 

6. Visit a post office; lOok for and discuss the du-cies of the 
postal clerk, mailman, mail truck driver, and mail sorter. 
Have students take pictures of each worker named above. 
Have students role-play the various jobs when possible. 

7. Use pictures from above field trips for bulletin boards, class 
discussion, review and summary of what has been studied. 

8. Students play a game in which they act out a particular job 
being studied and see if other students can decide by his 
actions which job the student is acting out. 

9. Students play a variety of vocabulary games to increase their 
awareness of and reinforce their communication concepts. 

10. Students complete worksheets in class related to communica- 
tion workers being studied. 



Resource and Visual Aid Materials: 
Filmstrips G-14 

Produced by- 
Education and Visual Arts 
Eye Gate House Inc. 
Jamaica, New York 11435 



Railroads and Communications by Dudley 
Picture Corp. & Assoc. of American 
Railroads 

Transportation Building 
Washington, D. C. 



D2-1 Non-Verbal Conmum cation 

D2-2 Verbal Communication 

D2-3 'Jritten Communication 

D2-4 Story of Printing 

D2-5 Frontiers or Communication 

B-18 Communication 



G-14 



Railroads and Communication 



Transparencies 



H39 
H40 
H41 
H42 



My Mothe r Works In An O ffice by 
Education Activities Inc. 
Box 392 

Freeport, New York 11520 

Nebraska Transparency Master Sets-Series 
VI 

Midwest Regional Media Center For The 
Deaf 

University of Nebraska 
Lincoln, Nebraska 68508 

History of the US - Communications: 

The Telephone 

The Telegraph 

The Radio and Television 

Telestar 



Audio-Visual Division 

Popular Science Publishing Co., Inc. 

355 Lexington Avenue 

New York, New York 10017 



Films - 16mm 



A Sense of Hearing 
(to order contact Bell Telephone) 
478 CFD The. Mailman 

6^1 CFD But How Does It Get There? 



Slides 



Books 



P92 
P70 
P71 
P72 
P73 
P74 
E254 



W656C 647.9523 



621.3875 G83 



384.6 D2^' 



Telepfione Company 
Post '""'ffice 
Post Office 
Post Office 
Post Office 
Post Office 

Deaf Morkers at Post Office 
{frorr SDSD Library} 

Come to Work With U'^ Te1ephone_CQ. by 

Jean and Ned Wilkinson 

Sextant Syster^s 

Milwaukee, Miscons'»*n 53210 

I Want To Be A Telephone Operator 
by Carl a Greene 
Children's P^ess 
Chicago. Illinois 

Caree-^s With Telephone Company by 
•^ary Davis 

Lerner Publishing Company 
^'inneapol'^'s, f-'innesota 



383.122 Sh29w 



383 B 



JF Sh24t Wonder Starters - Telephones 

Wonder Books 
Grosset and Dunlap 
51 Madison Avenue 
New York, New YOrk 

What Happens When You Mail A Letter by 
Arthur Shay 

Reilly and Lee Co. 1967 
Chicago, Illinois 

Mr. Zip and The US Mail 
by Jene Barr 

Albert Whitman and Company 
Chicago, Illinois 

383.14 G83i I Want To Be A Postm an by Carla Greene 

Children's Press 
Chicago, Illinois 

383 M66t i.ue Book of Our Post Office and Its 

Helpers by Irene 0. Mine 
Lab. School 
University of Chicago 
Chicago, Illinois: 

654 56t First Book of Television by Edward 

Stoddard 

Franklin Watts, Inc. 
699 Madison Avenue 
New York, 21, New York 

J84.55 W656C Come To Work With Us In A TV Station 

by Jean and Ned Wilkinson 
Sextant Systems 
Milwaukee, Wisconsin 53210 

070 W656C Come To Work With Us In A Newspaper by 

Jean and Ned Wilkinson 
Sextant Systems, Inc. 
Mflwaulee, Wisconson 53210 



655 Ep8F First Book of Printing 

by Sam and Beryl Epstein 
Franklin Watts, Inc. 



575 Lexington 
New York 22, N. Y. 



031 F519a All Kinds of Signs by Seymour Reit 

Western Publishing Company, Inc. 
New York, New York 

031 F519a Adventures With Words by Adelaide Holl 

Western Publishing Co., Inc. 
New York, New York 
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070.43 5i58a About News And How It Travels by 

Wnima Willis Simpson 
Melmont Publishing Inc. 
Chicago, Illinois 

001.5 Mcl23h How Communication Helps Us by Sybil 

Anderson McCabe 
Benefic Press 
Chicago, Illinois 



InteriT.ediate (4th Grade) 



Topic: Construction Workers 
Subject: Social Studies - Shelters 

Behavioral Objectives : 

Upon completion of the unit, the pupils will be able to: 

a. Appreciate the hard work put forth by the Indians and early 



pioneers when building homes 

b. Recognize some homes from other countries 

c. Draw a floor plan of their own homes 

d. Associate dertain tools with the individual occupations 
studied 

e. Realize that skills in measuring are necessary in many jobs 

f. In order, explain the basic steps necessary to build a house 

g. Understand the importance of Interdependence in work 

i. realize that cooperation is necessary in most work areas 



Career Related Vocabulary : 

(some or all of this vocabulary may be tauaht, depending on the ability 
of the students) 



1. Draw floor plans of their homes 

2. Use plastic building blocks to construct a building 

3. Pick one career and write a short report from an encyclopedia 

4. Use Lincoln logs to btiild a home 



architect 
bricklayer 

builder or contractor 
carpenter 

carpetlayer or floor coverer 

cement mason 

eljBCtrician 

excavator or earth mover 

foreman (of a construction crew) 

landscaper 

painter 

plasterer 

plumber 

roofer 

blueprint or plan 
brick 

cement, concrete, or mortar 
chisol 

circuit breaker 
concrete blocks 
drains 
wire 



drill 

file 

frame 

furnace 

fuse box 

hainner 

level 

nails 

outlet 

paintbrushes 

pipes 

plane 

pliers 

plug 

saw 

screwdriver 

shingles 

switch 

tape measure 
trowel 
wall board 
wrench 



Career Related Instructional Activ i t i es 
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5. Roll logs from clay and build log cabins 

6. Draw pictures of homes in other countries 

7. Make a mud hut using mud and grass 

8. View electrical wall in shop 

9. Make a continuing mural, starting with pictures of early Indian 
homes, up to present homes 

10. Tour new housing areas where construction is in process 

11. Make dioramas of old or modern homes 

12. Collect and display construction materials 



Resource and Visual Aid Materials: 



Films - 16im 



Transparencies 
Slides: 

Duplicating Materials; 



#160 
#608 

#668 



HI 57 
HI 58 



Books 



728 W656C 
728 C24t 

Jf Sh24h 



Shelter by Encyclopedia Britannica 

Economics : Workers Who Build Houses by 
BFA Educational Media 

Building a Skyscraper and the Careers 
Involved 

The White House 

The Interior of The White Hous_e 

Made from the book. Come to Work With Us 
in House Construction by Jean and Ned 
Wilkinson 

Around the Neighborhood p. 25 and 26 
Grade 2 Continental Press 

Workers in City and Country 

Grade 3 p. 7, 8, 9, 17, and 18 

Come to Work With Us In House Construction 
by Jean and Ned Wilkinson 

The True Book of Houses by Kathering Carter 
Childrens Press 
Sextant Systems, Inc. 
Milwaukee, Wisconsin 

Homes 

pictures by Christine Starr 
Published by Wonder Books 



728 A Houses by Irving and Ruth Adler 

The John Day Co., New York 
Grosset and Dunlap, New York 

Filmstrips Dl-37 The Homes We Live In by Ginn and Company 

61 -B The Story of Building A House - Ex- 

cavating the Cellar by Eye Gate House, Inc., 

61 -C The Story of Building A House - Building 

The Foundation by Eye Gate House 

61-D The Story of Building A House - Building 

The Frame of the House by Eye Gate House 

61 -E The Story of Building A House - Gas , 

Electric, Plumbing, and Other Installations 
by Eye Gate House 

61 -F The Story of Building A House - Further 

Installations by Eye Gate House 

61 -G The Story of Building A House - Completing 

the Outside of the House by Eye Gate House 

61 -H The Story of Building A House - Completing 

the Inside of the House by Eye G^te House 

61-1 The Story of Building A House - The House 

Is Built by Eye Gate House 

TEACHER MADE MATERIALS 
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Intemediate (5th Grade) 



Topic: Industry - "What is an Industry" 
Subject: Social Studies 

Behavioral Objectives : 

Upon completion of this unit, the students v/ill be able to: 

a. Identify the following jobs as part of the manufacturinq 
process: dock worker, foreman, assembly line worker, inspector, 
receptionist, file clerk, secretary, buildinq niaintanence 
worker, warehouse worker, salesman, delivery' man, manager, 

fork lift operator. 

b. Identify the necessary resources for a manufacturinq process 
such as cheap raw materials, laroe labor force, oood trans- 
portation and favorable zoning and attitude bv local authorities, 

c. Arrange in order the steps used io several manufacturinq 
processes. 

d. Participate effectively in an assembly line operation and when 
given the proper equipment and instruction can function as a 
contributing member of a production team. 



Career Related Vocabulary : 

industry 

raw material 

natural resource 

manufacturing 

plant 

shift 

tine clock 
labor 

transportation 



conveyor belt 

automation 

package 

hard hat 

interstate 

designer 

inspector 

supervisor 

factory 



assembly line 

receptionist 

maintanence v/orker 

dock v/orker 

del ivery person 

salesman 

foreman 

manager 

fork lift 



Career Related Instructional Activities 



1. Shov; film No. CFD 520, "Geography of the U.S." to introduce the 
unU. Point out the interdependence of resources and people. 
List the resources necessary to an industrial area, such as labor 
force, raw n^aterials, good transportation, climate, favorable 
zoning. Display a zoning map of Sioux Falls and discuss it. 



Use the rrovie on Frozen Foods (CFD 357). This \'ill provide a 
sprinnboard for discussing k:»ids of workers, automation, safety 
regulations, health rules and resources. It can be used to show 
step by step the process of raw material to finished product with 
workers needed. If desired, a trip to the sunerrarket and ware- 
house could t;e used tc acconpany this film and relate it to the 
Soutii Dakota scene. 



3. Shov the filmstrip, "IV Dad Works In A Factory" from the series 
Fathers i:ork , Educational Activities Inc., S.D.S.D. Media Kit f?13. 
Throuqh the use of supplemental pictures, review the jobs conuiion 
in an assembly line or factory. Career Pictures from Ueekly 
Reader A\'areness Program in Agri-Dusiness or I'anufacturing are 
useable as \/ell as the book Let's Visit A Toy Factory > Each job 
could Le illustrated and c short paragraph vritten about each job. 

4. Reinforce the concept of using raw materials to complete a manu- 
facturing process through use of movies such as Hot Dog Cardboard 
boxes. Bricks, and Neon Signs . Ceramics In Art & Industry also 
i:; good. While the movies do not all use the same process or 
workers, they have a high Interest level. A field trip to the 
rock quarry in Jasper, Minnesota will be used to show an example 
of a raw material . 

5. Review of the manufacturing process on the local level through the 
showing of slides of Hiland Potato Chip Co. in the Industrial 
Park, (visits to this plan were previously made, but are no 
longer allov/ed) This will show the complete process through 
receiving raw potatoes to shipping filled bags as well as a 
review of all the workers involved. 

6. Develop student activity lesson centered on making a map of 
South Dakota showing various town and industries located in each. 
The map can depend on the location of students homes and their 
experiences in visiting different cities in the state. Draw 

and illustrate local industries. As a minimum, the 3M plant in 
Brookings, Ravens and Morrells in Sioux Falls, the gold mine in 
Lead, Indian products from the reservation, Dakota Industries in 
Tea, can be included. As an added understanding, locate inter- 
state highv/ays on this map to show necessary transportation fac- 
ilities . 

7. Follow-up activity with student participation. This will involve 
selecting a product that can be made by mass production, setting 
up an assembly line, handling of materials (which may be teacher 
purchased or involve a class trip to a hobby shop), and assign- 
ing duties. Students should stay at one particular job long 
enouah to do it will but also have experience in more than one 
task. The suggested activity is the making of small, foam rubber 
ladybugs that can be fastened onto a refrigerator with magnetic 
strips. These could either be sold or used as gifts. 
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Resource and Visual Aid Materials: 



Filmstrips: #C-33 Industrial Workers - Still film. Inc. 

#D'l-49 Industry - Haeseler Pictures 

HD-V Power & Industry - Haeseler Pictures 

#D-2A Story of Printing - Haeseler Pictures 

K-5 Resources & Manufacturing Industries - Rand McNally 

Films-lfewn: CFD #595 Work Regulations 

CFD #671 Ceramics in Art & Industry 

CFD #357 Frozen Foods 

CFD #75 The Story of Sugar 

CFD #55 The Great Lakes 

CFD #547 The Industrial City 

CFD #253 Aluminum Workers 

CFD #589 A Boss Responsibility 

CFD #352 The Great White Trackway 

CFD #617 Hot Dog: How Do They Hake Bowling Balls 

CFD #620 Hot Dog: Neon Signs 

CFD #519 Hot Dog: Hov; Do They Make Cardboard Boxes 

CFD #618 Hot Dog: Where Do Bricks Come From 

CFD #653 Metal. Glass & Paper 

CFD #329 M odern Steelmaking 

CFD #634 Newspaper Behind the Scenes 

CFD #247 Rubber Workers 

CFD #669 California: A Case Study in Industrial Development 

CFD #621 How is Clothing Hade? The Story of f^ass Productio n 

CFD #425 Our Productive Resources 



Transparencies : 

H47-50 Industrial Growth - Popular Science 

n20 The Story of Rubber - 3M Conpany 

t;22 The Story of Steel - 3fi Company 

H127 The Lumber Industry - Let's Tour the Pacific NW - Milli 
Controlled Reader Films trip: 

Level 3 C racker Factory - Educational Development Laboratories 

Level C-3 The Tasty Twist - Cducatioral Development Laboratories 



Intermediate (5th Grade) 



Topic: Tourism 
Subject: Social Studies 

Behavioral Objectives: 

Upon completion of this unit, the students will be able to: 

a. Identify the employment possibilities found in tourism. 

b. Identify concepts and vocabulary associated with tourism. 

c. Demonstrate an understanding of the role of each worker 
in providing the necessities and pleasures for those who 
travel . 

d. Participate in field trips and other activities to develop 
an understanding of tourism. 



Career Related Vocabulary : 



tourist 

tourism 

national park 

receptionist 

reservation clerk 

manager 

maid 

grounds keeper 
janitor 
waitress 
waiter 
cook or chef 
bus boy 
dishwasher 
lifeguard 

cashier - cash register 



menagerie keeper 

veterinarian 

recreational director 

mechanic 

park policeman 

concession stand workers 

park historians 

gardener 

gift shop clerk 

state highway 

interstate highway 

attendant 

truck driver 

bookkeeper 

mechanic 

lift 



tool box 
belts 
tow truck 
radiator 
battery 
tire gauge 
storage tank 
tank truck 
nozzle 
air hose 
gas pump 
gas tank 



Career Related Instructional Activities: 



1. Introduce tourism by showing the film, "This Land is Your Land." 
CFD225A. Discuss trips the students have taken with their families. 
Locate the places they visited on a map. List the necessary steps 
in planning a trip. Define tourism as an industry which provides 
services to vacationers. Define tourists as the people who 
travel to a place for their vacations. 
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2. Define a national park as land owned by the U. S. Government, which 
is used for the enjoyment of the American people. Select one or 
more of the following filmstrips to familiarize the students with 
national parks in the U. S. 

a. National Parks of the Northwest & Pacific Coast States 
SDSD - D-3 

b. National Parks & Monuments of the Eastern U. S. 
SDSD - D-5 

c. National Parks of the S. W. United States 



SDSD - D-2 
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Chart: Enlarged from page 201 of Exploring Regions Ne ar & Far 
Should be used to discuss "What is a plant"? 

Books: Let's Visit A Toy Factory by Wilkinson, Jean& Ned, 
Sextant Systems, Inc. 

Synthetic Rubber; The 'Story of an Industry , International 
Institute of Synthetic Rubber Producers, Inc. 

Behind The Scenes In A Car Factory by Harris, Leon, 
J. B Lippincott Co. 

Pictures: Weekly Reader Awareness Program - Agri -Business and Manufacturing 



Magazine: South Dakota , Industrial Division, Department of Economic 
and Tourism Development 



d. Yellowstone National Park 
SDSD - D-4 

e. National Monuments of the Southwest U. S. 
SDSD - D-6 

f . America the Beautiful 
SDSD - D-31 



3. Use an outline map of the U. S. to showtb/e location of the 
national parks in the U. S. Have each student pick a national 
park and write to the National Park Service - The Department 
of Highways, or the State Department of Travel & Tourism for 
information about the park. 

4. Use a South Dakota map to locate national parks in our state. 

As a class, plan an imaginary trip to Rushmore National Monument. 
Use a map to mark the route we will take. Use this experience 
to teach interstate and state highways, and how they are shown 
on a map. Discuss services we will need on our trip— motels, 
restaurants, service stations, and etc. 

5. Show the movie. Staying at a Motel CFD399. Relate the film to 

the students' own experiences. Discuss the roles of the following 
workers connected with the services of a motel through the use 
of pictures and the book. Come to Work With Us In a Motel by 
Jean & Ned Wilkinson. Include requirements necessary for each job. 

a. receptionist 

b. reservation clerk 

c. manager 

d. lifeguard 

e. entertainer 

f- maintenance person 

g. cashier 

h. room service waiter 

i . doorman 

j. grounds keeper 

6. Develop further understanding of the occupations by involving tho 
students in one or more of the following activities. 

a. role playing 

b. team games, envoi ving matching the name card to the 
picture card 

c. list the necessary tools or equipment used by the people 
in each of the occupations 

d. invite some motel workers into the classroom to discuss 
their jobs 

7. Show the movie. Eating in a Restaurant CFD379. Discuss the roles 

of the following workers connected with the services of a restaurant. 

a. manager 

b. chef or cook 

c. waitress 

d. waiter 

e. bus boy 

f . dishwasher 

g. maintenance person \ 

h. cashier 
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8. Show the filmstrip from Mothers Work Too - My Mother is p 
Waitress , Educational Activities Incorporated #137M SDSD 
Media Kit #12» Bring a menu to class and discuss the various 
items and prices listed on it. Oo some role playing allowing 
the students to take turns ordering from the menu. Also 
role play the waitress and the cashier. 

9. Participate in a field trip to a large motel which includes a 
restaurant. Have the students identify the workers they see. 
Allow each student to interview one worker. 

10. As a culminating activity, choose from one of the following. 

a. Write a story about the field trip for the school 
newspaper. 

b. Make a floor plan of the motel, listing the workers 
in each area. 

c. Make a bulletin board showing the various workers. 

11. Stop at a service station on our imaginary trip. Use slides 
to introduce the following workers and the related vocabulary. 



a. 


manager-owner 


b. 


attendant 


c. 


hose 


d. 


gas pump 


e. 


nozzle 


f. 


gas tank 


g. 


storage tanks 


h. 


tank - truck 


i. 


truck driver 


j- 


air hose 


k. 


dip stick 


1. 


tire gauge 


m. 


battery 


n. 


radiator 


0. 


tow truck 




mechanic 


q- 


bookkeeper 


r. 


lift 


s. 


tool box 


t. 


belt 



12. Go on a field trip to a service station. Have students match cards 
to the workers and related vocabulary items they see. 

13. Continue to develop the unit through. 

a. Draw pictures to illustrate the vocabulary. 

b. Read books about service station workers, and write a 
report. 

c. Interview a service station worker. 

d. Make an 8mm movie about the service station. 

14. Show slides of the Black Hills National Forest and Mount Rushmore 
National Monument. Use the slides and various pictures drawn 
from books about national parks or park rangers to discuss the 



various workers found in a national park, and the services they 
perforin. 

a. park ranger 

b. park historian - museum 

c. park naturalist 

d. tourist guide - information center 

e. gift shop clerk 

f. park policeman 

0. gardener 

h. concession stand worker 

1 . letterer 
j. architect 

k. groundskeeper 

1. menagerie keeper - zoo worker 

m. veterinarian 

15. Have the students make a booklet illustrating the above occupations. 
(Travel brochures, magazines, or studenl drawings may be used). 
Write a brief description of the occupation under each pic'^'ure. 
Give the students out of class activity showing sketches of 

tools or equipment used by the various workers to perform their 
services. Student should be able to write the worker associated 
with each piece of equipment. 

16. As a culminating activity, choose from one of the following: 



a. Show the film. From Yellowstone to Tomorrow #985, which 
may be obtained from Northwestern Bell. 

b. Visit the U. S. S. South Dakota Memorial in Sioux Falls. 

c. Visit the Pipestone National Monument. in Pipestone, 
Minnesota. 

d. Visit a zoo doctor or ask him to come and talk to the 
class. 

e. Ask a representative from the Game, Fish, and Parks 
Department to come and talk to the class. 

f. Ask a travel agent to come and explain the costs for 
a trip to various places in the United States. 



Resource & Visual Aid Materials 



Films 16mm - 



CFD 399 
CFD 2^5A 
CFD 379 



Staying at a Motel 



This Land is Your Land 
Eating in a Restaurant 



985 



From Yellowstone to Ton)orrow 



980 



(Northwestern Bell Co.) 
It Couldn't be Done 



(Northwestern Bell co.) 



Filmstrips - 



C-33 



My Mother Is a Waitress from 
Mothers Work Too 
Educational Activities 
Incorporated #137m SDSD Media Kit 12 



National Parks of the Northwest fi 



Pacific Coast States SVE 



D-5 



National Parks and Monuments 
of the Eastern U, S. - SVE 



National Parks of the Southwest 
U. S. - SVE 



D-4 



Yellowstone National Park 



D-6 



National Monuments of the Southwest 
U. S. 



D-31 



America the Beautiful SVE 



Bocks - 



T he National Parks by Stewart 



Udall, G,P. Putnam's Sons, New York. 

ihe USA in Color by Editors of 
Holiday, Curtis Publishing 
Company, Philadelphia 

National Parks by Paul Jensen - 
Golden Press, New York 

Read About the Parkman by Francine 
Klagsbrun - Franklin Watcs, Inc. 

Park Ranger by CB Colby Coward, 
mcCann & Geoghegan Inc. 

Historical American Landmark by 
C. B, Colby - Coward, McCann 
New York 

I VJant to be a Service Station 
AtteiTC^. : by Eugene Baker, Childrens 
Press, ^,ricago. 

South Dakota Conservation Digest 
South Dakota Department or Game, 
Fish 'jL Parks 

South Dakota - Industrial Division, 
Department of Economic & Tourism 
Development 

American Forests - The American Forestry 
Association 

1319 Eighteenth Street, N. W. 
Washington D. C. 



I Want to be a Waitress by Eugene 
Baker, Children's Press 
Chicago 



Come to Work With Us in a Hotel 
by Jean & Ned Wilkinson - Sextant 
Systems Inc. 

What Happens at a Gas Station 
by Arthur Shay 

Come to Work with Us In a Motel 
by Jean & Ned Wilkinson 
Sextant Systems, Inc. 
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Intermediate (6th Grade) 



Topic: Self Awareness - "How Do I Act" 
Subject: Language Arts - Special Reading 



Behavioral Objectives : 

Upon completion of this unit, the student will be able to: 

a. Act out several adjectives commonly associated with classroom, 

home, or job behavior, 
b» Relate a behavior to proper role situation, 

c. Demonstrate in a natural classroom situation that they 
understand proper behavior, 

d. Match certain behaviors to commonly associated occupations, 

e. Shov/ their moods and emotions through talk, acting, writing, 
drav/ing, singing and dancing. 

f. Demonstrate awareness of self as being stronger in certain 
Qualities than others. 



Career Related Vocabulary : 



bashful 


proud 


responsible 


spoiled 


fool ish 


naughty 


ashamed 


frightened 


disappointed 


patient 


homesick 


important 


cheerful 


dependable 


friendly 


stubborn 


helpful 


kind 


independent 


cross 


angry 


nervous 


nuil ty 


afraid 


salesmen 


waiter 


waitress 


athlete 


actor 


fireman 


pol iceman 


zookeeper 


forest ranger 


construction worker 


teacher 


housewife 


taxi driver 


stewardess 


druggist 


principal 


nurse 


doctor 


dentist 


audiologist 





Career Related Instructional Activities : 

1. Introduction - happiness 

a. Display several pictures of "happy" emotions. Discuss each one. 

b. Display slides of "Happiness is a Warm Puppy". Read captions. 

c. Allow students to express creatively their own feeling of 

"Happiness is " by completing the sentence with several 

additional illustrations. 



d. Use poetry, sonos, or additional activities to further illus- 
trate the concept of happiness. 

1. Afraid 

a. Use large poster from ''Moods and Emotions Teaching Pictures" 
{David C. Cook Publishing Company) to illustrate fear. Dis- 
cuss the picture VNfith the students. 

b. Associate fear v/ith various occupations by discussing v/hy 
each of the following v/ould feel fear: fireman, policeman, 
zookeeper, forest ranger, construction worker. Discuss how 
you v'ould feel when you go to the doctor or dentist. How 
can fear be overcome? 

c. Using a transparency of a haunted house (from Creative Writing , 
Intermediate Level - Mi Hi ken), have them pantomine a series 

of actions commonly associated with the picture. 

d. Supplementary materials which could be used to illustrate 
fear are The Afraid Book and I Don't Want to go to School 
from Bookshop A. 

3. Feeling Angry, Cross, Upsat 

a. To introduce the lesson^ show slides made from the book 
"Le t's Be Enemies" . Read and discuss the story. 

b. sFbw posters 5,15, and 16 from Moods and Emotions Teaching 
Pictures . Discuss how the children in the pictures feel and 
why they feel that way. 

c. The films Our Angry Feelings and Getting Angry may be used to 
illustrate the emotions anger and upset. 

d. By role playing "If I were a , what would make 

me angry"?, show that workers often feel angry, cross, and 
upset. Use the occupations of teacher, housewife, and 

taxi driver as examples. 

4. Being Helpful, Friendly, ChCierful , Kind 

a. This unit may be introduced by a variety of audio-visual aids 

from the available captioned films. Some possibilities to 
choose from, dependina on the level of the class arp* 

CFD #397, fleeting New People ; CFD #380, New Boy At School ; 

CFD #507, Week End Visit ; CFD #292, A Very Special D ay; 

or filmstrip No. WAG -33 > The Big Fight . 
All of these audio-visual aids would provide a good discussion 
of situations where people use the emotions for this lesson. 

b. Follov/ing the introduction, further clarification may be 
obtained by discussion of the Good Citizenship Cards from 
nilton Bradley #7530 and from Cards of Emotions from the 
Instructo #1215, Understanding Our Feelings. These will 
further reinforce the vocabulary, 

c. A listing of occupations in the area of helpful jobs or jobs 
that require one to be kind and cheerful include: stewardess, 
druggist, principal, nurse, uoctor, dentist, audiologist, 
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waiter, waitress, and teacher. Students miaht decide which 
of these, if any, they might have an interest in. Filmstrips 
that show special occupations within this area are Dl-30, 
Working Together In A Neighborhood and ^1y Mother Is A Waitress 
from the David Cook series from the set titled My Mother 
Works Too . Peabody cards are also helpful. 

d. A final activity for the group to carry out would be a large 
group project of some help to the others, such as making a 
bulletin board or hall display where they must co-operate in 
a group effort. Also possible would be the planning and 
carrying out of a party in season, such as Valentine's Day. 



Acting Stubborn, Guilty, Selfish, Naughty, Spoiled 

a. Since these words each have specialized meanings, the teacher 
might best demonstrate the meaning by actual demonstration 
method before the class, (for example, by refusing to share 
candy with the aroup and eating it all oneself to show the 
word selfish) the film CFD #631, The Milk Money visualizes 
the term selfish. 

b. After one of these words has been done, move to another by 
the same demonstration method. The word guilty could be 
shown by doing an unkind act to another person and later 
apoligizing for it. the film CFD #546, The Hunter covers 
the feeling of guilt very well. 

c. Students might suggest what jobs make them feel stubborn 
and v/hy. This would best be done in relation to actual 
assigned jobs in the classroom, dorm or family. 

d. A listing of how students act spoiled or naughty at different 
age levels would be relevant. The filinstrip #G28, Manners 

in Public and #G27, Manners at A Party wight relate to these 
two words. 

e. Students might enjoy selecting a wordj dramatizing some 
activity with it, and having the group guess what word and 
what activity was done. This v/ould be a form of charades. 

Supplemental Adjectives 

a. Words not built into specific lessons but possible to use at 
this level might be quickly covered after a firm background 
on the basic vocubulary has been started. Simple identification 
of v/ord meaning with clear definition and signs may be suffi- 
cient to cover the additional vocabulary. Words that might 
be used not as a unit, but individually, with pictures, drav/ings 
etc. are: curious, proud, honest, patient, bashful, homesick, 
lonely, eager, foolish, disappointed, nervous, responsible. 



b. These words could be related to jobs such as an athlete feels 
proud if he wins, a clown acts foolish, an actor feels nervous, 
a student feels homesick, etc. 

Worker Emotions 

a* Use one or more of the following films to show how emotions 
of a worker affect his job and his fellow workers. 

Series: Dealing With Problem People: 

CFD #601 , The Disorderly Worker 

CFD #657, The Forpetter 

CFD #658, The Hothead ~ 

CFD #659, The Scoffer 



Intermediate (6th Grade) 



Topic: Beginning Responsibility - Citizenship and Government 
Subject: Social Studies 



Behavioral Objectives: 

This unit is meant to acquaint students with their city, county and 
state government and employees on an introductory basis. It is 
meant to follow the students' study of the history and economic as- 
pects of South Dakota now taught in the sixth grade social studies. 
Emphasis at this grade level should be on actual visitation, speakers, 
pr class .discussion and not on detailed aspects of political parties 
or election procedures. Of much greater benefit to sixth graders 
will be attention to duties of a citizen and helpful aspects of 
government. 



a. In addition to previously known occupations, such as 
fireman, policeman, zookeeper, and etc., students will list 
duties of the following people: mayor, city commissioner, 
county commissioner, board member, governor, representative, 
senators, sheriff, highway patrolman and highway employee, 
inspector, register of deeds, judge, recreation worker. 
Game Warden, parking lot attendant, and workers commonly 
seen in any building visited such as janitor, secretary, and 
city health employees. 

b. Students will explain importance of the following buildings 
or offices: City Hall, Court House, Capitol, Detention 
Center, Humane Society, Penitentiary, Airport, Highway 
Patrol Office, Vocational Rehabilitation Office, County 
Extension Agent, City and County Jail, and office of Game 
Fish and Parks. 

c. Students can correctly label selected government duties 
as city, county, or state duties and also label responsi- 
bilities as to that of a city, state, or county citizen. 

d. Through participation in visits, students will demonstrate 
appreciation of the '^ole various government workers play. 

e. Students will demonstrate growth in appreciation of the 
role of government both in governing and assisting people, 
such as services provided by state institutions and agencies. 

f. Students will show growth in feeling of self worth through 
knowledge of the importance of the role of a citizen of 

the city, county, or state and through broader understanding 
of job possibilities available to them. 



Career Related Vocabulary 



board govern 
respect duties 



zone inspect 
zoning attendant 
city limits employee 



welfare 
University 



recreation 
cormiission 
agent 



elect 

agriculture 
juvenile 

all occupations and 
buildings previously listed. 



Career Related Instructional Activities 



1. Discuss the city government under the following guidelines: 

a. Why does a city need government? 

b. Who are the leaders of city government? 

c. What building is the headquarters of city government? 

d. What duties does the city have to offer its citizens? 

e. What are the responsibilities of a citizen in a city? 

2. Visit a city commission meeting and tour City Hall to see employees 
there. 

3. Formally list the duties of the city government including fire 
department, police department and jail, park and street de- 
partment, water and S€wer department* health department, city 
recreation, zone rules, airport, library and museum, zoo, arena, 
dog and pet control, and municipal court. 

4. Discuss the responsibilities of a city citizen including chaining 
pets, shoveling sidewalks, keepinga neat yard, supporting schools,* 
cooperating with city safety and health inspections, litter con- 
trol, obeying all city laws, parking properly, showing respect for 
city buildings and employees, and cooperating with zoning rules. 

5. Review all occupations within the city that have been discussed 
or observed. Make a poster that would illustrate one city 
employee at work. 

6. Divide students into groups and have each group present some 
problems their city has been faced with recently. They may 
require some concrete examples before they will understand the 
task. Some of these would be swimming pool construction, dog 
and pet control, flood control, liquor licenses, bridge and road 
problems, or noise control. 

7. To introduce the county, use a map of the state so each cen locate 
his own county. Discuss why we need county government control, 
what area it covers, what the leaders are called, how they are 
elected, and the meeting place for county government. 

8. Visit the courthouse. In most cases it will not be possible to 
sit in on an actual county commission meeting but a visit will 
show them all the offices and services and employees. 

9. Following the courthouse visit, list the duties of a county 
government including roads and bridges, sheriff and county jail, 
licenses, rural school supervision, tax collection, agricultural 
supervision, zone laws, register of deeds, and welfare supervision. 

10. Visit the Juvenile Detention Center. 

11. List the duties of a county citizen including voting, respecting 
county buildings, obeying the sheriff, buying licenses and paying 
taxes on time, and having a knowledge of available facilities. 
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12* State Government 

Through filmstrips (H21), introduce the concept of three branches 
of government, a state capitol, and state symbols* Make use 
of library resources such as the encyclopedia for facts about 
South Dakota's state bird, motto, seal, flag and song. 

13. Obtain enough maps of South Dakota so each student has a map. 
Discuss the duties of a state regarding colleges and state in- 
stitutions. Use the map to locate each place. Make a list of 
them for further review. To clearify how these places provide 
opportunity for employment, list all the jobs at one sample 
institution, such as the School for the Deaf. 

14. Using the key on the map of South Dakota, locate state highways. 
Workers who build and supervise roads and highways will give 

the students understanding of more occupations possible. Introduce 
the highway patrolman's duties and need for this person. 

15. Visit the Highway Patrol office in Sioux Falls so the students 
can observe the radio communication and visit with the patrolman 
regarding specific duties. 

16. Using the South Dakota map locate all State Parks* Those within 
driving distance of class members should be familiar to them. 
Decide what duties state park employees perform and how these 
outdoor jobs might be different from some jobs studied earlier. 
If possible, have an employee of the South Dakota Department of 
Game, Fish, and Parks speak to the class, distribute literature, 
and explain duties. Review a citizen's responsibility when using 
any state park or campground. 

17. Invite one of the seniors who has visited the State Capitol 
to speak to the class about the Capitol, to explain duties of 
Congressmen, and tell about touring the governor's mansion- 
Use filmstrip D2-18 

18. Allow each student to contribute to a bulletin board something 
that is associated with South Dakota in the way of a job oppor- 
tunity* This might be approached from the topic "Something I 
May Be Good At" in which each student would illustrate some 
concept he might have of a possible future occupation. 

19. The role of Vocational Rehabilitation should be emphasized 
both as a state agency and an aid to persons interested in 
job training. While these students are young for the service, 
they may be familiar with it from juniors and seniors v^ho 
receive counseling from this office. 

Supplemental Activities 



Films (captioned) 



453 
536 
117 



Story of a Trial 
Changing the Law 
Department of Justice 



Transparencies 



Filmstrips 



Books 



14 
552 
230 



H 21 
H 147-ie2 

G 41 
C1-28 

D1-1 
Dl-18 
D2-18 
D2-19 



How We Elect a President 
Litterbug 

What Liberty & Justice 
Mean 

Three Branches of 
Government 
Federal Government 

President 
Presidency 
Symbols of America 
Congress 

What Is A Governor 
What Is A Congressman 

Let's Go to Vote- 
McCarthy 

What a Congressman Does- 
Hoopes 

First Book of Elections- 
Lindop 

Know Your Government- 
Rose 

Let's Find Out About the City- 
Pitt 

The City and Its People- 
Schwartz 

We Are the Government- 
Elting 

What a State Governor Does- 
Hoopes 

Careers in a Police Dept ,- 
Beame 

Election Day - 
Phelan 

About the People Who Run 

Your City- 

Newman 



Other - map of South Dakota, published by the Highway Department 
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INTRODUCTION - SECONDARY 



Working independently, eight participants of the Career Development 
class designed thirty-nine (39) curriculum programs for the secondary 
level. This level includes grades seven through 12. The format used 
was divided into three sections: (1) objectives, (2) resource mat- 
erials and (3) career related instructional activities. These three 
areas were then correlated to facilitate the teacher's work; i.e. in 
order to meet specific objectives it will be necessary to use the 
suggested resource materials and planned activities. 

According to the U.S. Department of Health, Education and Welfare, 
there are 15 job clusters in the labor market. Each job cluster is 
composed of several subdivisions with specific jobs noted for each. 
Not all of these jobs were covered by the class. They were able to 
deal with twelve (12). Some of the jobs may not be advisable for the 
deaf person to pursue. The curriculum development participants, who 
included South Dakota School for the Deaf staff, were careful that their 
job selections would be the most practical for the deaf person. 

The twelve (12) job clusters that were covered include: Agri- 
business and Natural Resources, Business and Office Occupations, 
Communication and Media, Construction, Consumer and Komemaking, En- 
vironment, Fine Arts and Humanities, Hospitality and Recreation, 
Manufacturing, Personal Services Occupations, Public Service and 
Transportation. A sampling of curriculum includes land management 



post office operations, roofers, child development, receiving and 
stock clerks, mortuary science and stagelighting technicians. Each 
separate curriculum is designed for use either within a regular class 
or as an independent unit. 
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JOB SEEKING SKILLS 



Are you ready to apply for a job? Are you thinking of where to 
apply? Do you know where to look for a job? What information do you 
need to apply for a job? How do you apply for a job? How do you keep 
a job? 

These questions and many more are probably concerning you as you 
begin to think about entering the field of employment. The following 
material has been prepared to guide you in this very important aspect 
of the world of work. 



Personal Information 

Goal : To teach and to help the student compile a folder of information 
about himself so he can have this ready and available to show to any 
employer who might be interested in hiring that person. 



PERSONAL INPOR^TT.ON 



1. Colle'± or put togetJier information about yourself. A file of infomation 
would include the following: 

A. Personal Data 

NAME SOC. SEC. # 
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(Lr-st) First) (Middle) 

ADDRESS Tel • #_ 

BIRTHDATE PLACE OF BIRTH 



(citY) (cx)unty) (state or cxDuntry) 



FATffiv^'w^ NAME MOIHER^S NAME 



NAME(S) OF BKDTHFJ^(S) OR JESTER (S) 

I. Physical Condition 

1. No xjnusual prc±>lems 



2. Wear glasses or contact lensep_ 



a. any unusual visual problems_ 



3. Physically iitpaired — paralysis, etc. describe^ 



4. Hearing loss — degree of loss_ 

a. Use of hearing aid 

II. Hobbies or Interests 



Elementary - Secondary Education 

Name of School Address Grades attended Vears attended 

1. _ 

2. 

3. 

4. 

5. 

6. 

Highest grade cotpleted . 

School officials at time of leaving school 

Principal 

Superintendent 

counselor (s) 



Special training courses in high school 

Course Instructor 



A. High Schocl Test Scores 

Data Name of Test Results - scores 

1. 

2. 

3. 

4. 

B. Post High School - Mult Education 

a) Institution Mdress Dates attended 

(inonth-year to month-year) 



Type of Training: 



Total Hour s 

(quarter, semester, course, classrocm) 

Degree or Certificate: 

Advisor or Instructor 



b) Institution Address Dates attei^ded 



Type of training 
Total Hours 



Degree or Ctertificate: 
Advisor or Instructor 




Health Record 

FaTily Dcx:tor(s) Mdress 
!• 

2. 

Blood type Allergies 

Accidents or operations 



Major illness - treatment 



IMSWNIZATIONS Date Booster Dates 



General physical condition at this time 



D. Eiiployinent Record 
1) 



Eirployer's Name 



Address of Enployer 



Position Held 



Dates of Errployinent 



Describe your duties 



2) 



Eiiployer's Name 



Address of Enployer 



Position Held 



Dates of Enployment 



Describe your duties 



• • • 



3) 



Eiiployer's Name 



Mdress of Ertployer 



Position Held 



Dates of Eirployment 



Describe your duties 



4) 



aiployer's Name 



Mdress of Enoployer 



Position Held 



Dates of Eltploymant 



Describe your duties 
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References 



1. 



(Name) 



(Business Name) 



(Business Phone) 



2. 



(Name) 



(Business Name 



(Business Phone) 



3. 



(Name) 



(Business Name) 



(Business Phone) 



4. 



(Name) 



(Business Name) 



(Title) 



(Business Acadres"sr 



(Title) 



(Business Mdress) 



(Title) 



(Business Addres"iy 



(Title) 



(Business Mdress) 



Business Phone) 



Churdi Mannbership 



Name of Church ' Address 

Meinbership from to 



Name of Miriister/Pastor/Priest, etc. 



Name of Minister/Pastor/Priest, etc. 

Marital Informtion 
Name of hxisbaxd/wif a 



Nane of Church Mdress 

Msntoership fron to 



First Last or Maiden Middle 

Birthdate Birthplace Soc. Sec, # 

city-county-state 

Marriage Date Plac e 

Children: 

Last name if differ- 
First name ent than yours Married name Birthdate • •if deceased v*ien 



G. Checking and Savings Account Information 

1) Bank Mdress_ 

Fran 



Acct. No. 



2) Bank 



Acct. No. 



3) Bank 



Acct. No. 



mo-yr 

Address 

From 



mo.-yr 

Address 



tron 



mo.-yr 



to 



to 



to 



mo.-yr 



mo. -yr 



mo.-yr 



Credit Card 

1) CaTpany_ 
Address^ 

2) Conpany_ 
Mdress_ 

3) COnpany 
Address 



Issued 



Card Number_ 
Issued 



Card Number 
Issued 



Card Number 



H. Insurance Information 
1) 



Name of Conpany 



Date Issued 



Mdress 

Insurance Agent 



2) 



Name of CCnrpany 



Type of Policy 
Policy No. 



Date Issued 



Address 



Type of Policy 
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FINDING A JOB: 



A. Choosing a Job 

The selection of an occupation is a difficult task because there 
are so niany from which to choose. It is, hov/ever, possible to make 
a wise job choice by understanding yourself and by obtaining accurate 
information about various jobs which might be of interest to you. 

Understanding yourself Includes havinq an av/areness of your own 
interests, your special aptitudes, desires, strengths and weaknesses. 

Obtaining information about jobs depends on your desire to read, 
talk, and learn about the various occupational choices which are 
available to you. 

B. Where to Look for Work 

Once you have decided on the general type of work you want to 
do, the next step is to find out specifically where you can get help 
in finding a particular job. Listed below are a few sources v;hich 
may help you locate and obtain employment: 

1) The State Department of Vocational Rehabilitation can assist 
the deaf person in obtaining immediate employment, on-the-job training, 
or financial aid for any number of training programs. 

The Vocational Rehabilitation counselor can help with initial contacts 
with prospective employers, help in the job interview if interpreting 
services are necessary, and helpwith various situations which might 
arise after employment is obtdined. 

2) Private employment agencies will assist in placing the indi- 
vidual in a job; this service is provided for a fee. The placement fee 



lidy be approxiniately equal to one month's pay. Sometimes employers will 
pay the placement fee. 

3) State Employment Anencies provide counseling and job place- 
n:ent services similar to those offered by the private aaencies. There 
is, hovever, no fee charged by the state pmployment agency. 

4) New'spapers daily list many different kinds of available jobs. 
Nev/spaper advertisements usually list a telephone number to call to 
set up an appointment for an interview. The deaf person v.'ill probably 
v.'ant his vocational rehabilitation counselor or a friend to make the 
initial telephone contact. 

5) Civil Service jobs are available through both federal and 
state governments. Applicants must generally take a written examina- 
tion in order to qualify for a specific position. This type of job 
generally offers good benefits and job security. 

6) Friends can be a good source of information pertaining to 
prospective jobs. Often a friend will know of a job opening, at his 
place of employment, which may be of interest to you. Friends may 
be able to alert you to job openings v/hich miQht not be listed in 
nev/spapers or with employment agencies. 

7) School and college placement services are good sources of job 
possibilities. School placement offices have well-establ ished employer 
"customers." An employer who has had a good experience with graduates 
of a particular school will usually be more than willing to employ 
other graduates o^ the same school . 



IfailAL CONTA CT FOR A JOB 



GOAL: To inform the students and show them how they can make initial 
contact with a prospective employer. 



Afte a person has found an available position of employment, some contact 
needs to be made with the employer. The following information will help 
you make this contact. 



I. Job Application 

A. Use of a vocational rehabil iation counselor: 

This person who is very often aware of your particular needs and 
capabilities is ready and willing to help you apply for a position 
of employment. Tell him the name of the employer and what position 
you are applying for. He will help you prepare a letter to be sent 
to a prospective employer. 

B. A letter of application is often needed: 

The following examples are a model for you to use in writing to 
request an application for Employment from an employer. 

Dear Sir: 

Please send an application to me for employment with your company. 
Please include all the information needed for the position. 

Thank you. 



Dear Sir: 

I am interested in applying for employment with your company. 
I v/Quld appreciate having you forv/ard to me an application for 
employment. 

Thank you, 



In sending for an application, it is good to include a self -addressed 
envelope for mailing an apn^cation to you. Keep your letter short 
and to the point, try to >p it neat and use good written language. 



C. Use of the teUThcne: 

At times, a phone Cdll is all that is needed to obtain an application 
fom for enployfrent from an employer. If you are unable to use a 
phone because you have a hearinc loss, have someone call for you. 

D. Using an interpreter: 

Some employers reouire you to fill out a job application at the place 
of er.ployment. If this is necessary vhen you apply for a job, it 
may be helpful to take an interpreter vn'th you. 



1 1 . Follov/ U£ Ojf Application 

A. After applying for a job you should expect an ansver in a few 
days informing you of the company's decision in hiring you. Kcst 
companies v'ill let you know as soo' possible if you have been 
selected for the job. 

B. If you are hired, it is courtious to drop a note, thanking them for 
hiring you. The follov/ing examples will give you some ideas on 
how to write a short letter to the company. 

Dear fir. 



Thank you for your decision to hire me in your company. I look 
forward to working for you. 

Sincerely, 
Dear Mr. 



The letter concerning employment with your company arrived and I 
was pleased to know the good news. Thank you for of ferine m.e a 
position with your company. 

Sincerely, 
Dear f;r. 



I look forv^ard to working in your company. Thank you for selecting 
me to fill the available position. 

Sincerely, 
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When you are hired for a position, it is necessary to prepare to go 
to work. Some planning is needed to make sure you get to your job 
on time and be ready to go to work. The follov/ing ideas vn'll help 
you prepare for this. 

1. Make arrangements for transportation. 

a. Your car should be in Qood v/orking condition, dependable 
for driving to the job. Practice driving to your olace 
of employment so you can learn the best routes to take 
to work. 

b. Do you need to ride a bus? Find out the schedule and 
practice riding it a time or two so that you will learn 
the schedule and time of departures and arrivals. 

c. Do you need to ride a taxi? If so check on taxi rates and 
availability for riding to and from your v/ork. 

d. Perhaps you need to share rides v/ith someone. If you do 
make sure you know the days you drive and when and where 
you are to pick up people. You must become very reliable 
in this aspect because others depend on you for transpor- 
ation on the days you drive. 

2. Find out what types of clothing is acceptable for you to work 
in. Do you need a uniform, safety clothes, protective shoes, 
gloves, hair net, or what ever is need to do your job right? 
Ask the company agent who hired you v;hat is expected of you 
in your clothing. 

3. What is to be done for meals? Check to see if meals are pro- 
vided or available from a cafeteria or lunch counter, or do 
you take a sack lunch. 

4. Are special tools needed for your work? Check to see what is 
needed to do your work, f^ost companies provide materials and 
tools for the worker but sometimes the v/orker must provide 
his own. Ask the employer about this matter. 

5. Personal appearance and cleanliness are important aspects to 
consider on your job. You should be neat and clean, with your 
hands and face and hair groomed. You should bathe often and 
use body deodorants to avoid offensive odors. Most people 
will not tell you if you have offensive odors so prepare and 
keep yourself neat and clean. 

6. Be friendly to those with whom you work but not overly so. 
People may appear unfriendly at first but usually accept you 
as one of the bunch v;hen you are around for a few days. Don't 
be afraid to ask for help from someone if you have questions 
about your work. Ue all need to learn a lot of things v/hen we 
start a new job and it is necessary to find out from others 
just what is expected of us. 



APPLICATION FORM 



GOAL: To help the student gain knovledoe in preparing an application 
form that will result in providing a positive impression on the 
employer. 



OBJECTIVES: 

1. The student will learn basic terminology found on the application 
forms. 

2. The student will learn to identify and spell correctly words that 
are often misspelled on job applications* 

3. The student will learn to follow directions most often associated 
\/ith application forms. 

4. The student will learn to fill out an application form neatly 
printed within the space al loved. 

5. The student will learn to describe his individual abilities on the 
application form not his disabilities. 

6. The student will learn to provide facts on the application form 
that will accurately describe v/hat the employer could expect 

of him on a particular job. 

7. The student will learn to provide truthful information on the 
application form. 

8. The student will learn to eliminate information on the application 
form about himself which is not relevant or which will not aid 
the employer in forming an accurate impression of himself. 

9. The student will learn to provide useful references on the 
application form. 

10. The student will be able to correctly and honestly complete an 
application form« 
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ObJECTIVE K - The student v/ill learn basic terminology found on application 
forms. 



Under this objective the student must be able to have a working kno\^^- 
ledge of terms that appear on application forms. Terminology will 
include the following: 

social security number 

selective service number 

apprentice license 

maiden name 

unemployment compensation 
workman's compensation 
on-th-job training 
union membership 
martial status 
educational background 
previous v/ork experience 
position of 
fpatlinq address 
dependents 
work permit 
legal guardian 

references » business or personal 

special skills 

employment record 

physical defects 

major illnesses 

salary 



OBJECTIVE 2. - The student vill learn to identify and spell correctly 
v/ords that are often misspelled on job applications. 

The following words were found to be often nisspelled on job 
applications. (American Annal of the Deaf, October, 1973, vol. 118, 
No. 5) The student should be able to identify and spell correctly 
these v/ords: 



achievement 


conscientious 


performance 


advertisement 


convenience 


permanent 


aeronautics 


criticism 


personnel 


affect 


deficient 


privilige 


appointment 


description 


receptionist 


assistance 


develop 


recommend 


assistant 


effect 


reference 


attendance 


famil iar 


referred 


beneficial 


i mediately 


restaurant 


business 


knowl edqe 


succeed 


cancelled 


maintenance 


sufficient 


candidate 


management 


technical 


career 


mechanic 


temporary 


col lege 


miscellaneous 


transferred 


commit te 


necessary 


assignment 


confident 


necessity 





If the student does not know how to spell a word or if he is uncertain 
as to the spell inn, he should chose a different word to replace 
the v/ord in question. 
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OBJECTIVE 3. - The student will learn to follow directions most often 
associated with application forms. 



The student should be able to understand and to correctly follow 
the directions that appear on application forms. Failure to follow 
directions accurately could result in the rejection of your appli- 
cation for that position. The following are directions that may 
be found on application forms: 

Print or type 

Use ink or ballpoint 

Do not use pencil 

See instructions on back 

List in order of the most previous position held 
List last five employers; list recent first 
List the names of three people not related to you 



OBJECTIVE 4. - The student will learn to fill out an application form 
neatly printed within the space allowed. 



A student should make certain that the finished application is as 
neat appearing as possible. A wrinkled or soiled application is 
often quickly discarded. If a student does not write legibly, he 
should print or type the information on the application form^ 

The'student should double check his completed application fom to 
make sure that there are no errors in spelling, grammar, or following 
the directions* 

As the student is filling out the application, he should keep in mind 
that many potential employers use the appearance of the application 
as an initial screening method when faced with a large number of 
applicants. Therefore, one must take special care when filling out 
the application. 



OBJECTIVE 5. - The student will learn to describe his individual abilities 
on the applications form, not his disabilities. 



In a majority of cases, the decision to consider a specific indi- 
vidual for a position is based soley on his application. An appli- 
cation form that lists asses ts will help make the employer build a 
positive picture of you as a future employee. If there are mar.y 
applicants for the job, an employer may narrow down the list accord- 
ing to his impression from the applications submitted. If you have 
provided the employer with a list of your abilities and not your 
disabilities, your application will likely remain on the list. 
Remember, do not down grade your ciilities or achievements if they are 
pertinent t) the position for which you are applying. The student 
must be aware that what is on the application is the way the employer 
will see you and form his opinion of you. 



OBJECTIVE 6. - The student will learn to provide facts on the application 
form that will accurately describe what the employer could 
expect of him on a particular job. 



Always be honest and candid when completing an application. Be sure 
that if you have a problem that you provide the employer with enough 
information to arrive at an accurate impression of what impact this 
particular problem v/ould have on your job. 

If you have assets that apply specifically to the job, describe 
these. Any specific skill or talent you possess that relates to the 
position for which you are applying should always be explained and 
emphasized. This may enhance your performance in the particular 
job situation* 



OBJECTIVE 7. - The student will learn to provide truthful information on 
the application form. 



A student should alv;ays be honest and candid when completing an 
application. If he prefers not to list a specific problem* the student 
may make a note of this on the application form and explain the 
question further in more detail in the interview session. This way 
the student will be able to explain to his satisfaction during the 
interview the specific problem. 




?d1 



233 



OBJECTIVE 8. - The stjden* will learn to eliminate information on the 

application about himself which is not relevant or which 
will not aid the employer in forminq an accurate impress- 
ion of the applicant. 



The student should not place information on the application about him- 
self that will lead thc^ employer to form a negative impression of him. 
Do not do\^rngrade your abilities or achievements if they are pertinent 
to the position for which ycu are applying. 

At the same time, avoid cluttering an application with personal in- 
formation that would be of little or no interest to the potential 
employer. 

The student must remember that the application form is often used as 
a screening device. If negative impressions are formed, the appli- 
cation will be discarded. 



OBJECTIVE 9. - The student will learn to provide useful references on the 
application form. 

A student should be familiar v/ith the following concepts concerning 
references: 

1) People you list as references on an application form should be 
familiar with you as a student and what your capabilities and 
potential are. Before you use a person as a reference they 
should be contacted and you should tell them of your intention 
to use them as a reference. 

2) Former employers, local businessmen, former instructors in high 
school, college or vocational school, and professional people 
are considered to be good references. 

3) It is acceptable to offer references that are out of town if 
you have just moved to a new location. 

4) It is generally inadvisable to use as references, the names 
of doctors or social workers. 

5) If the student uses his vocational rehabilitation counselor as 

a reference, he should be prepared to explain why you are seeing 
him. 

6) The student should be aware that the employer will also pro- 
bably contact the companies listed in his work history for 
another source of reference. 



OBJLCTIVE 10. - The student will be able to correctly and honestly 
complete an application form. 



Under this objective the student should show his competency in com- 
pleting an application by fillirio in a sample application which can 
Be obtained from a business in your area that employs deaf persons. 
If the student can successfully complete this without help, he should 
be well prepared to complete an application for the job he is applying 
for. 
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ThC RESUt^E 



Or-AL: To help the student nain proficiency in preparinn a resume that 
v/ill result in providing] correct information and a positive 
impression on the employer. 



OBJECTIVES: 

1. The student v/ill be able to differentiate between a resum^ 
and a letter of application. 

2. The student v/ill knov/ at v/hich time a resum^ should 
be submitted. 

3. The student v/ill know the difference between a specific 
resum6 and a comprehensive resume. 

4. The student will learn the basic rules of preparinq a resume. 

5. The student will learn the basic cateaories of information 
to be included in a resumi. 

6. The student v/ill learn what information should be contained 
in each of the cateoories. 

7. The student v;ill be able to successfully compile and to 
write a proper resume. 



OBJECTIVE 1. - The student will be able* to differentiate between a resume 
and a letter of application. 



Under this objective, the student should be able to understand the 
definition of both a resume and an application. 

Definition of resuir.^: A summary of information pertinent to the 

acquistion of a particular job. An initial 
"selling tool" about a person for a pot- 
ential employer. 

Definition of a l etter of appl ication : A letter to prospective 

employer^stating your intentions to apply 
for a specific position. You may request 
a personal interview or application form. 



OBJECTIVE 2. - The student will know at which time a resum^ should be 
submitted. 



The student should be made aware that a resume may be submitted 
either before an individual completes a formal application or prior 
to a personal interview. 



OBJECTIVE 3. - The student will know the difference between a specific 
resume and a comprehensive resunie 

The student should realize that he may prepare a separate resunie 
for each specific job inquiry which is best or he may write a com- 
prehensive resume to be reproduced in quantity and submitted to a 
variety of different potential employers. 

The student should realize that a specific resum^ would be more 
exacting and provide more information pertinent to the job in question. 

A comprehensive resumfe would be more qeneral in nature and apply 
to the variety of jobs you are sending them to. 
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OBJECTIVE 4. - The student v;i11 learn the basic rules of preparing a resumt* 



The student should have a good understanding of the basic rules used 
to prepare all resum^* The following rules v»ould include: 

a. To limit the resuml^ if possible to tv/o pages unless more in- 
formation is specifically requested by an employer. 

b. To use correcc letter form. 

c. A resum^ should be accompanied by a cover letter of not more 
than one page designed to relate specifically to one employer 
and one work position. 



OBJECTIVE 5. - The student v/ill learn the basic categories of information 
to be included in a resumfe#« 



The follov/ing categories should be defined and the student should be 
familiar with the terminology involved. 

a. Personal information 

b. Education 

c. Experience 

d. Outside interests 

e. References 

f. Skills 



OBJECTIVE 6. - The student will learn what information should be contained 
in each of the categories. 



In the category of personal information the following should be in- 
cluded: name, address, age, height, health, martial status, and sex. 

In the education category, the student should know that the younger 
he is the less experience he has and the more detailed he will have 
to be about his education. The older he is the more he will write 
about his job experiences that are related to the job he is applying 
fof. The student must remember to develop in adequate detail a des- 
cription of his educational programs that he has completed and which 
are closely related to the position for which he is applying. 

The experience category should consist of a history of full-time work 
experience. If the student has had a large number of jobs he should 
include only the four or five most recent one or he should include 



only those jobs which are directly related to the position that he is 
applying for. When the student lists his previous jobs he should in- 
clude the followinq details about his work experience: 

a. The name and address of the company. 

b. The name of the position which you held. 

c. A description of your duties on the job if it is pertinent to 
the job he is applying for. 

d. The reason for leaving the previous job. 

The student must be careful when he lists his outside interests. 
He must not include too much information in this category. The student 
should list only outside interests that may be related to his per- 
formance as an employee. 

The category of references is very important. The student should 
fully understand that he should contact everyone he uses as a re- 
ference before he submits their name and request permission to do so. 
The student should remember to include a balanced choice of references. 
This would mean that he should include people on both a personal and 
an occupational basis. 

Skills is the final category of information to^be included. This 
is an optional category for listing in a resume In this category, 
the student should learn to include only those skills which are dir- 
ectly or indirectly related to the specific position for which he is 
applying. The student should remember to include those things that 
would be assets to his job. Other information is irrelevant and 
should not be included in this category. 



OBJECTIVE 7. - The student will be able to successfully compile and to 
write a proper resume- 



Under this objective the student should be knowledgable in the 
above six objectives. He should be able to utilize these object- 
ives in accurately preparing a resum^ for himself for a specific 
job or career opportunity. 
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Format of Personal Resume 

Person al Information 
Name 
Address 
Telephone 
General Health 
Martial Status 

Education 

Honors and Av;ards 

Extra-Curricular Activities (high school or college) 
Experience (v/ork) 
Outside Interests 
References 

^ Name Title Address Company Location 

2. 
3. 

Special Skills 



Ihe Interview'/ - Appecirance 

Goal: To enable an aoplicant to make the best possible cppearance during 
a job intervie>7. 

Criteria: (1) The individual imist noat and clean, wearing clothes 
similar to those worn by people v^o do the kind of work for 
which he is applying. 

(2) The individual must naintain good eye contact with the 
interviewer, must refrain frcxn exhibiting nervous mannerisms 
which distract the interviewer. 

(3) Tlie individual must exhibit go d posture, indicating 
interest in the job. 

Opinions differ reg^ding the type of dress that an individual should 
wear to a job interview. It was found that the majority of professionals 
would acrreD to having the applicant dress similarly to, perhaps jiast a 
little better than, the people working on that type of job. If an indivi- 
dual is applying for a j<±> as, for exarrple, a maintenance man, and cones 
to the inter'/iew in a suit, the enployer may well suspect that the ijidivi- 
dual really has "white collar aspirations" and will leave this lower level 
job just as soon as sane thing bettej. is available. In addition, an appli- 
cant who is dressed like a worker will have the advantage of a psychological 
effect: the employer will be able to visualize his working at the job. 
(It is hard to visualize a man dressed in a white shirt and tie, working on 
a machine.) 

Cleanliness and neatness are even more inrportant than the type of 
olothlfl^ worn to the interview. Offensive body odor can be a significant 
problem which can differentiate between an individual's being hired or not. 
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r\n applicant \:ho slouches in his chair makes a poor impression on 
an interviewer. One who sits up, or leans slightly forward, appears to 
be more interested in vorking and is more likely to be hired. 

Employers are probably incline^< to judge more harshly a young person's 
appearance than an older person's. Weaxing "far-out" or extrerie haircuts, 
dress, etc, can be an iirmediate barrier when meeting an ertployer. Itie 
applicant should be made aware of the fact that his chances of being hired 
may be lessened if his appearance is objectionable to the prospective 
enployer. 

If the applicant is willing to cut his hair but unsure hew long it 
should be, he can ask the interviewer, "I knew my hair is too long for this 
particular jet and I am willing to get it cut. How long can it be?" He 
is indicating his willingness to cooperate with the enployer. 

If the long-hcdred ^^plicant refuses to allcw his hair to be triimie"% 
he might be encouraged to mention this "pr(±>lem" in the interview. "I 
hope that the way I wear my hair doesn't make you think less of me* It's 
just that a lot of people my age wear their hair this long — it doesn't 
really mean anything—it's just a style, like the ponpadour was back in 
the forties." 

Nervous mannerisms can distract frcm vjhat a person has to say. Habits 
such as talking with a hand over the mouth, playing with a pen or pencil, 
nervous laughter, excessive talking and general fidgeting can be brought 
to the individual's attention by having him view himself on a video monitor. 

/^licaiits need to be inpressed with the fact that appearance in a job 
interview is inportant and that the first inpression the oiployer has can 
nake the difference between getting the job and not getting it. 



There are several things v;hich enployers lcx>k for in an applicant 
that the applicant must convey during the interview. They include: 

1) Ability to do the jc±). 

2) Ability to get along with others. 

3) Kna-;ledge of the job. 

4 ) Dependability . 

5) Ability to fit canpany image, on and off the job. 

6) Few personal problens. 
Interview Length ; 

Ihe average enployment interview lasts about ten to fifteen minutes. 
Most enployment interviewers would agree that they usually make their 
decision to hire an individual witliin the first five minutes of the inter- 
view. Therefore, it is critical for the applicant to learn that his most 
inportant infoiimation should be presented in the first few minutes of the 
interview. Information presented during this early pari: of the interview 
should be focused primarily on his skills and abilities. AJ.so, if the 
individual has a problan of the type that he should mention in the inter- 
view, this should be taken care of within the first few minutes to avoid 
allowing the enployer to form a negative iirpression before he i,s presented 
information about skills and abilities. 

Some applicants do not think and respond quickly. Therefore, they 
need sufficient interview information and practice to prepare then so that 
they can answer questions and provide information rapidly. They must 
beccme so familiar with tteir assets, answers to problem questions, etc., 
that they can respond without having to stop and think about what to say 
or Iym to say it. 



Skills and Presentation Standards : 

The applicant should be able to verbally describe, on his cwn or 
through an interpreter, his skills and abilities to the ennployer in a 
manner which suggests he has scsns knC'Wledge of the job: 

1) The applicant most describe work skills using nanes of mchines 
or other technical terminology appropriate to the job. 

2) Ihe c.pplicant must be able to answer the question, "Why should 
we hire you?" by referring to his skills. 

3) The ^plicant must supply informat-ion about his skills within 
the first five minutes of the interview. 

4) The applicant must be able to respond to ambiguous questions such 
as, "Tell me a little about ycorself ," by citing work skills and 
abilities. 

5) The aj^licant must be able to use several different statements 
supporting his job goal. Whenever possible iiis past work experience, 
related work experience and training should be cited since these indicate 
skills and qualities which are highly salable to the enplqyei. If the 
applicant cannot use these areas, he should select fron his aptdtudes and 
ability to learn, or hobbies related to the j(±>. 

Greeting : 

The individual should be taught to shake hands firmly (weak handshakes 
give the iirpression that the individual is jdiysically weak or reluctant 
about being in the interview sitijation) . A male waits for the enployer to 
offer his hand; a female offers her hand first. Etiquette requires also 
that the individual being interviewed should wait to be offered a chair. 



The individual should also walk in and out of t±ie interview situation 
briskly. It is sonstimes possible to tell the difference between an 
unenployed and an errployed individual merely by watching them walk. The 
unerrployed person typically olods slowly along, has no real purpose in his 
step, since he is headed nowhere, and doesn't have to be there on tme. 
Manner of Speaking and Mannerisins ; 

Allow the interviewer to do nost of the talking; do not interrupt. 
No gum chewing. No smoking. Scne people do not like smokers; also, the 
employer may suspect that if the individual is such a heavy smoker that he 
has to li^t up during the short interview, his smoking might cause inter- 
ference with his production on the j<±>. In addition, there are sane places ^ 
of enploynent where smoking is prohibited on the job, and the need for 
frequent "smoke breaks" would definitely reduce production capacity. Heavy 
stroking can also ix^cate addiction to drugs or alcohol, and employers are 
\ineasy about hiring an individual with such a problem. 

Look at the interviewer! Many applicants have a tendency, without 
interview practice, to stax'e at the floor during the interview. 
Enthusiasm for Work : 

Eiiployers are especially looking for people who ccmnunicate enthusiasm 
for work. Enthusiasm can be cotinunicated through tone of voice, facial 
egression, or physical posture. Enthusiasm is usually a natural by-product 
of the individual's learning exactly what to say and Jo in an interview. 
Ask Questions : 

Often, near the end of the interview, the interviewer will ask the 
applicant if he has any questions. Even if he does not ask, it is iirportant 
for the applicant to ask sane questions. This is a qood way to indicate 
interest in the particular job. 
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The following are sanple questions which shaald be used saT)ev^^at 
selectively, depending on the job for v^ich che individual is applying. 

1) "What are the hours?" 

2) "Is there a chance for overtiine?" (Good irdicator of a vorker) . 

3) "Can you tell ine sonething about your product line?" (Actually, 
it is better if the individual can find out scffnething about this 

aihead of time and ask a more specific question related to the business.) 

4) "Is there a good chance for advancement?" 

5) "Do you have a retirement plan?" 

6) For jobs that are at least semi-skilled: "Is there anything I 
could study in the meantime (or while you're considering my application) 
that might help me if I'm hired for this job?" 

7) "What does the job pay?" (If he has not been told, or if it was 
not advertised) . Drployers ej^ct that an applicant will be interested 
in this information. 

The applicant should be cautioned to listen carefully during the inter- 
view so that he does not ask questions v^iich the enployer has already 
answered. He should be prepared to ask at least one good question. Having 
no questions for the enployer indicates poor interest on the part of the 
applicant. However, if the intervie^r has been very thorough in providing 
information, the applicant might say, "I had sane questions before we 
started, but I believe that you have covered all of than." 
Call Back Closing ; 

This is a very inoportant part of the interview and applicants can 
learn to master it with only a little practice. Often the interviewer will 
close the interview by saying sonsthing like, "Well, thank you for ooning 
in.... it will be a few days before we know about the job." Many applicants 



are inclined to say, "Thank you," and "Good-bye" at this point; however, 
a better ^proach might be for the ^plicant to say, "I'm really most 
interested in this job. May I contact you in a day or two to find out 
what you have decided?" 

An additional closing technique may also be used. When the interview 
is about over and the enoplqyer says, "Do you have any other questions for 
ine?" Tiie applicant might say, "You have answered all of my questions 
except the inportant one-vtet are my chances of getting this job?" He 
may add that "I'm interested in it and want to get star1:ed on a job as 
soon as possible." 

Both of these closing techniques keep the applicant's foot in the door, 
and give him an opportunity not only to irrpress the employer with his 
interest in working, but also will allcw him to contact the employer in a 
day or two vihich will remind the ennployer of his interview with this indi- 
vidual. In addition, if the enployer decided to hire someone else, the 
aj^licant may be told by the enployer why he was not selected, and can use 
this infonnation to change his interview approach. 



*Material on interviewing techniques was obtain^ f ran the Job Seeking 
Skills Reference Manual; copyright 1971 by the Minneapolis Rehabilitation 
Center, Inc. 



HANDLING THE JOB 



GOAL: To provide some useful guides for the student that will make it 
easier for him to keep a job once he has found it^ 

After you have secured a job (position), what responsibilities must 
you assume? The following suggestions, if used, will help you to be 
a successful worker (employee), 

1. Be to work on time. It is better to be a few minutes early 
and work a few minutes after quitting time than to cheat 
your employer out of the time he is paying you for. 

2. Take coffee breaks at the given times. Companies provide this 
work break for your benefit so don't abuse the privelege. 

3. Do your share of the work and more if necessary. Employers 
are alv/ays interested in the ambitious worker and rev/ard 

those who do their share by giving increased wages and promotions. 

4. Do not steal materials or supplies from your employer. Small 
things like pencils, paper clips, paper, etc. soon add up to 
large sums of money the employer looses. Bigger items, if 
stolen can lead to being arrested and prosecuted. The biggest 
heartache is the loss of your job for such actions. 

5. Have a positive attitude tov/ard your work. Your first job may 
be tough and difficult to do but keep plugging away. Things 
get better as you gain experience in your work. 

6. Check to see if you need to join a union. Many jobs are 
unionized and open only to those belonging to the union. 
Most unionized jobs pay the highest wages so it is important 
to know if your particular job ixf" unionized. You may have to 
upgrade your training status to achieve top union pay scale 
so keep this in mind if you have desires of being promoted 

to a higher paying job. 

7. Don't spend a let of time visitinq with your neiqhbors. 

If you have business to do or information to seek, get what 
is need and then go back to work. You are not only wasting 
your time but you are also v/asting the time of your neighbor. 

8. Don't horse or fool around on the job. Some johs are dangerous 
and require your constant attention at all timeii. This can 
also be a waste of time and is frowned on by your employer. 

9. Be cheerful. Nobody like^a sour puss or a complainer. 



Sor.e sunoestions for teachina your students about job olacement. 

1. Tor personal information, provide a booklet \.'ith the necessary forms 
for eacli student. Have one completed for them to study. Help each 
student complete the personal information forp. Have them acquire 
accurate information about themselves. Their parents vill help to 
supply this information when the student is unable to remember pert- 
inent facts. 

Encouv^age the student to keep or place the file in a permanent, pro- 
tective place so that it will not be lost or mutilated by carelessness. 
The student should be encouraged to add to the file as personal exper- 
iences change for him. 

2. Finding a job. 

a. Invite trie counselor from vocational rehabilitation to come to 
your class and visit v/ith the students. He can tell them what 
jobs or job opportunities are available for them. He can inform 
them what voc. rehab, can do to help them locate and secure a job. 

b« Take a tour or visit to the local state employment office. Teach 
the students ahead of time what to expect and to see at the office. 
The employment office personnel can have the students fill out an 
application while there. Special help may be needed so make sure 
the students know what is expected of them. 

c. Secure some nev/spaper want adds. Have the students look theough 
the HELP WANTED section, pointing out to them the various types 

of jobs that are available. Have each student list all those jobs 
which appeal to him. Then review the list and select 3 or 4 that 
fit his needs, talents and desires the most. If the student is em- 
ployable at this time or will be shortly, he might be encouraged to 
follow up the v/ant add and inquire about the job. He may have to 
investigate several job positions before he is finally hired and 
this should be pointed out to the student. 

d. Make arrangemsnts to visit a civil service office, e.g., the 
Post Office, and find out what jobs are available. The students 
should be given application forms and shown how to fill them out. 
The)?might be instructed by an employee v/ho can point out job 
opportunities for the deaf and why the deaf are capable of per- 
forming these jobs in the civil service program 

e. Visiting places of employment: 

1) Ask students v;hat places they would like to visit. Select 
2 or 3 places and make arrangements with the company to go 
out and visit. Prepare the students ahead of time what to 



expect* e.g., type of work that is done, safety measures 
that are employed, types of clothes that are worn, coffee 
breaks, etc. Discuss anything that would help the student 
understand the many facts about the company. 

After each visit, discuss the things you did and what v/as 
learned. This is a good chance to build on vocabulary for 
the students 

Invite representatives from several firms to speak to the 
group showing the students the organization of the firm, the 
types of jobs that are performed in their factory or bus- 
iness, the company benefits for their workers, and v/hat the 
employer expects from his workers. Keep the meeting informal 
and permit a question and answer period for the students. 
Encourage your guest speakers to use as many visual aids 
as possible so the students can better understand the work- 
ings of the company. 



Post-Secondary Educational Facilities 

In the recent years there have been numerous new opportunities 
opening up for deaf students at the post-secondary level. These oppor- 
tunities are in educational facilities as well as expanded career choices 
for the deaf 4 Professionals working with deaf students should be av/are 
of post-secondary educational facilities that offer programs for deaf 
students. This listing is not an exhaustive one but it does take into 
account the more established programs. 

The information presented was obtained from A Guide to College/ 
Career Pro g rams for Deaf Students : Post-Secondary Programs 1 973 . If 
further information is desired, a copy of the booklet may be obtained from 
National Technical Institute for the Deaf or Gallaudet College. The 
information listed includes the name of the program, the address, the areas 
of emphasis, and the types of degrees offered. 
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Degrees: 
Emphasis : 
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Degrees: 
Emphasis: 



Name : 

Degrees: 
Emphasis : 



Name: 



Degrees : 
Emphasis : 



Name* 



Degrees: 
Emphasis: 



Name: 



Degrees: 
Emphasis: 



Name : 



Degrees: 
Ejnphasis: 

ERIC" 



.:eshir./.on, J. C. 20002 
LaccaUureate Degrees 
Lioeral Arts 



Actional Technical Institute for the Deaf 
at Rochester Institute of Technolouy 
One Lornb ['ieniorial Drive 
Rochester, New York 14623 

Certificates/Diplomas, Associate Degrees, Baccalaureate Degrees 
Technical/Vocational Education 



Golden West College 

15744 Golden West Street 

Hentington Beach, California 92647 

Certificates/Diplomas, Associate Degrees 

Technical/Vocational Education & College Transfer Program 



California State University 
Northridge, California 91324 
Baccalaureate Degrees 
Liberal Arts 



St. Paul Technical Vocational Institute 

235 Marshall Avenue 

St. Paul, Minnesota 55102 

Certificates/Diplomas 

Technical /Vocational Education 



Seattle Comnunity College 
1625 Broadway 

Seattle, Washington 98122 
Certificates/Diplomas, Associate Degrees 
Technical/Vocational Education 



La Pue-^te Valley Vocational Adult School 
15359 hast Proctor 

City of Industry, California 91744 

Certificates/Diplomas 

Technical /Vocational Education 



Community College of Denver 
1001 Cast 62nd Avenue 
Denver, Colorado 8U216 
Certificates/Diplomas, Associate Degrees 
Techni cal/Vocational Education 



Hame: Delyado Vocational Technical Junior College 
615 City Park Avenue 
Nev/ Orleans, Louisiana 70119 
Degrees: Certificates/Diplomas, Associate Degrees 
Emphasib: "echnical/Vocational Education 



Name: Lu College 
Box 818 

Bay town, Texas 77520 
Degrees: Certificates/Diplomas, Associate Degrees 
Emphasis: Technical/Vocational Education 



Name: State Technical Institute and Rehabilitation Center 
Alber Drive 

Plainwell, Michigan 49080 
Degrees: Certificates/Diplomas 
Emphasis: Technical/Vocational Education 



Name: Northern Illinois University 

Speech and Hearing Clinic 

DeKalb, Illinois 60115 
Degrees: Certificates or programs leading to diplomas 
Emphasis: Pre-vocational and Vocational Education 



Name: San Diego Conmunity Colleges 
733 Eighth Avenue 
San Diego, California 92101 
Degrees: Certificates/Diplomas, Associate Degrees 
Emphasis: Technical/Vocational Education 



Name: Johnson County Community College 
111th and Quivira Road 
Overland Park, Kansas 66210 
Degrees: Certificates/Diplomas, Associate Degrees 
Emphasis: Technical /Vocational Education 



Name: Ohlone College 
P. 0. Box 909 
650 Washington Boulevard 
Freemont, California 

Degrees: Associate Degrees 

Emphasis: Technical/Vocational Education 



Name: Riverside City College 
4800 Magnolia Avenue 
Riverside, California 92506 
Degrees: Certificates/Diplomas, Associate Degrees 
Emphasis: Technical/Vocational Education 



Name: 

Degrees: 
Emphasis: 

Name: 

Degrees: 
Emphasis: 

Name: 

Degrees: 
Emphasis: 

Name: 

Degrees: 
Emphasis: 

Name: 

Degrees: 
Emphasis: 

Name: 

Degr es: 
Emphasis: 

Name: 

Degrees: 
Emphasis: 

Name: 

Degrees: 
Emphasis: 



St. Petersburg Junior College 
2465 Drew Street 
Clearwater, Florida 33515 
Associate Degrees 

Technical/Vocational Education and College Transfer 



Columbus Technical Institute 
550 East Spring Street 
Columbus, Ohio 43215 
Associate Degrees 
Technical /Vocational Educations 



Eastfield College 
3737 Motley Drive 
Mesquite, Texas 75149 
Certificates/Diplomas, Associate Degrees 
Technical/Vocational Education and Liberal Arts 



Jefferson County Area Vocational School 
3101 Bluebird Lane 
Jeffersontown, Kentucky 40299 
Certificate 

Technical /Vocational Education 



Genesee Community College 
1401 East Court Street 
Flint, Michigan 43503 
Certificates/Diplomas, Associate Degrees 
Technical /Vocational Education 



Iowa Western Community College 

2700 College Road 

Council Bluffs, Iowa 51501 

Certificates/Diplomas, Associate Degrees 

Technical /Vocational Education 



Tennessee Temple Schools 
Chattanooga, Tennessee 37404 
Certificates/Diplomas 
Religion 



Pasadena City College 
1570 East Colorado Boulevard 
Pasadena, California 91106 
Certificates/Diploinas, Associate Degrees 
Technical /Vocational Education 



Degrees: 
Emphasis: 

tiame: 

Degrees: 
Emphasis : 

Name: 

Degrees: 
Emphasis: 



Turrent County Junior College South Campus 

Northeast Campus 5301 Campus Drive 

828 Harwood Road Fort Worth, Texas 76119 

Hurst, Texas 76053 

Certificates/Diplomas, Associate Degrees 
Technical/Vocational Education 



Community College of Philadelphia 
34 South 11th Street 
Philadelphia, Pennsylvania 19107 
Certificates/Diplomas, Associate Degrees 
Technical/Vocational & Liberal Arts 



Hyles - Anderson College 
Box 1007 

Hammond, Indiana 46325 

Baccalaureate Degrees 

Preparation for Ministry & Related Fields 
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